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Contained in this report is a description of the 
;i stance and training phase of the Docxunent Design 
ogram funded Jg^ the National Institute of Education and 
intended to'address and correct the readability problems posed by 
public documents. The first section of the report provides background 
material on the assistance and training given to writers- and 
designers trying t<^ improve the readability of public doctunents. The 
second section discusses seven writing improvement projects, 
including (1) Department of Housing and Urban Development 
regulations, (2) Federal Communications Commission regulations, (3) 
Internal Revenue Service ta^ form insti;^vction, (4)^ Department of 
Education student financial aid applicatidns , (5) Immigration and 
Naturalization Service forms, (6) National Institute of Health 
patient consent forms, and (7) workshops for writers and for 
managers. ^Lsumihary of each project concludes the report. An appendix 
contains letters of appreciation written by clients to the technical 
assistance and training staff. (HTH) 
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ABOUT: THE DOCUMENT DESIGN PROJECT 



In Septeinber 1978/ the American Institutes for Research 
(AIR) began the Document Design Pro jeqt tp foster clear and 
•simple Vri ting and design of public docvunents^. The pui^ose 
of the DoCTopent Design Project (DDP) was to help -make forms, 
regulations , brochures / and other written materials easier 
fpr pejople to read/ to understand <r and>to use. Carnegie- • 
Mellon Uniyjarsity and Siegel & Gale, Inc. worked with ;AIR- . 
on this pifoject. The. pro ject was funded by the Teaching and 
Learning/Reading and Language ^roup^at the National Institute 
of Education. - 

The Project's goal was to increase the knowledgevand 
skills of people who produce public dociiments.* 'To accomplish 
this gqal/ the Document;^ Design Project had tRree tasks: 
• ■ . ^ ' > ... ^ ■ . ^ ■ 

^ ' Task 1 ; To conduct theoretical and applied 
research studies on language comprehension, 
. ' on the ways in which skilled, and unskilled 

writers work, on problems associatecf with 
different document features; 

■ \ ' , . ^ . ' i^' , 

Task 2 To bring research in\p practice by 
working with government agencies as they <^ • 
produce materials fojf public use; ^ - 

Task 3 ; To bring research and practice into 
^education by developing courses on writings 
and design for graduate students and under- 
^ graduates. { , ^ 

If you h^ve questions or comments on this teport or 'on 
other work of the Document Design Project, contact Dr. Janice 
C. Redish, Director, The Document Design Center, AIR, 202/ 
342-5071. . / 4 * 
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Introduction^ 

One of the major tasks of the Document Design 'Project has 
been to provide technical assistance and training to writers 
and designers who are tjryin^ to improve public documents, • In 
the £hree years of the Document Design t^roject, we have 

• helped writers, designers , and evaluators 
in 19 Federal and local agencies with 35 
different projects; 

• developed a three-day course in Simplifying 
Docxjments and trained, 4 2 writers from 15 
agencies ; 

• , developed a three-hour Workshop for Managers 
- for supervisors of plain English projects 

^ and trained 70 supergrade executives from 

foxir Federal agencies; 

• created a library of over 500 books, 
articles, and reports that researchers, 

eachers, writers and designers use; 
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expanded from the NIE-funded project into a 
Document Design Center that provides 'free 
inf orlnnation services in the form of a news- 
letter and a colloquixim series. The newsletter, 
^ \ Simply Stated , now reaches over 3,000 people 

every month. ^ The colloquia have regularly 
brought together 35-50 people, primarily from 
government agencies, to listen to researchers 
and practitioners and to share their own 
•experiences. V 

/ < . • 

The American Institutes for Research took the primary responsi- 
bility for technical assistance and training. In the first two 
years of the Document Design Project, Siegel and Gale had a person 
in Washington working with AIR on technical assistance. She 
contributed in particular to the projects with USDA on the Food 
StaAip brochure and the Quality Book; with 0PM on the first 
analysis of the 171 form; with IRS on Puj^lication 590; and with 
the uy^T^Postal Service on the Consumer^ Guide. 

In addition, Sieg^^l and Gale, through their New York office, 
conducted the technical assistance projects on the International 
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Mail Publication and the NewYork City regulation on home im- 
provement contracting. Sieg^l and Gale staff also helped 
develop an early draft of the manual for the Workshop for 
Manager's. 



Technical Assistance Links Research ^ Pgactice^ and Education 

The technical assistance component^ allowed us to put 
research into practice — to see if the principles suggested by 
research in cognitive psychology, linguistics, English, instruc- 
tional design, and typography are confirmed when they interact 
with each other as they do in any actukl document. Researchers 
need to l)e more concerned with utilization (whether their 
results are ever applied outside of the laboratory) than they 
traditionally have been. The technical assistance comppnent 
<ff the Document Design Project enabled us to work directly 
with people who use researchers* findings. 

The technical assistance component also allowed us to 
bring prae^ice into the research — to select research .questions 
^ that have direct application to actual documei^s and ,to use 
actual documents as stimulus materials for our ^studies. Learn- 
ing about practical ^problems in document desl,gn ^pens^up new 
avepues of research for social scientists. 

'Furthermore, each technical assistance project was, in 
fact, a» research study---we learned about how writers and 
•designers work and aboi^ the effects of a particular inter- 
vention, the Document Design Project's assistance. Working 
with the people. and the systems that produce bureaucratic docu- 
ments has increased our understanding of the problems that 
writers. have and, enabled us to develop better education programs 
to trai^^-^ future writers and designers. 



Criteria for Technical Assistance Projects 

* We selected' projects for technical assistance on the basis 
of several criteria: % 

• .The document had to be of critical 
importance to large groups of vulnerable 

v> people. We .took into accounts ' 

' - the size of the population affected 

. - ^low dependent people are on the 

• document 

- how much hurt or loss people will 
sustain if they cannot use the 
document. 

• The agency that produced the document had 

I to be interested in the project? and willing 
. to ccnranit resources — people and time — to 
' .it. . ^ 

• TheT document had to expand the range of 
^ documents we worked with, so that we 

could find out how our research-based 
.\ knowledge- of document design applied to 

! ' different situations (e.g., regulations^ 

forms , notices , information booklets). 

• • The agency should have Ipeen * willing to 
V ' evaluate the document as par€^of the 

* project. , . 

Because of the importance of our first criterion, we 
were particularly concerned with documdrtts that affect poor 
people and minority populations. Ain6^g our most important 
• projects wetre proijects to simplify financial aid forms, 
tax forms (including Spanish-language publications) , infor- 
mation about Pood Stamps, fire safety standards for group 
^ homes, and medical consent forms. 
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How We Set Up a Technical Assistance Project 

The contact that develope^ into a technical assistance 
project could have come from us or from the agency. An agency 
may have called us and asked for assistance, or we may have 
come across a docniment that met our criteria for technical 
assistance and then contacted the agency Once the contact was 
made, we required that the agency . 

•V be willing to commit time and people to 
the project, 

• consider evaluating the original and/or 
rewritten document, 

and sign a letter of agreement in which we 

described the project and the roles of DDP 
and the agency. 

We 'worked with agency staff at the middle and upper levels 
(GS-9 through SES) — primarily lawyers, but also writer-editors, 
economists, and professionals in other technical areas. 

What We Did in a Technical Assistance Project % 

^""^^ Our team of linguists, research and evaluation experts, 
lawyers, and graphic designers worked on projects involving 
forms and their instructions; regulations, guidelines, and 
legal notices; booklets brochures. We also conducted 
^workshops and one-on-on^ training in clear writing and document 
Besign. Our purpose was not to do ihe agencies' work foB^ them, 
but rather to teach them how to cla^sJ^y simplify theij own 
documents, and^o reduce tja^t burden of paperwork for all those 
affected by agency documents. 

• We, performed linguistic analyses andTcritiques 
of all types of documents, diagnosing, problems 
and making recommendations for revisions. In 
doing this, we took into account uh^ audience 
for the document and the system wtHch created 

K the document and in which the document func- 

tions. > , ' 
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We edited and helped rewrite docunients of 
all types , according to our research-based 
guidelines for clear writing. We worked 
'directly with agency staff on specific 
documents to build their capacity in clear 
writing. 



• •We performed graphic analyses of forms, 

brochures, and other documents, providing 
recommendations for redesign based on 
research-barbed guidelines and sound graphic ^ 
principles. 

\ ^ 

• We helped agencies to redesign public-use 
forms and other docximents, taking' into 
account the audience and the system. / 

^ . • 

• We helped agencies to evaluate their docu- 
ments to find out how usable and understand- 
able they are. We helped agency staff design 
studies, create test instruments, analyze data, 
and interpret results. 

We structured each project to meet the needs ayid resources 
<^ the agency. One project may have only involved analyzing a 
form wt)^le another included helping agency, staff to rewrite 
and redesign the forms. One project may have involved only a 
training session while in another the training was a prelude 
to working over a longer period on specific documents. We 
encouraged all our clients to evaluate their redesigned forms 
and rewritten documents, 2md helped them design an evaluation 
that would fit their needs and their resources. Our seminars 
and workshops focused on some or all of these tasks, depending 
upon a given agency's needs. 
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Over the past three years, we worked with 19 agenqies 
on the folloY^ing types of projects: 

A. Forms — and their instructions 

•B. Regulations — including ^agency guide- 
lines and legal notices 

z\ Publications — ^^including booklets, 
brochures, patient labels 

D. Worlyahops- and seminars 



A> Forms — and their i^nstructions 
Agenc/ ^ 



0 



Department of Education (Et)) 
Office of Student Financial 
Assistance (OSFA) 

Internal Revenue Service 
(IRS) Forms and Publica- 
tions Divi&ion 



Project * ^ 

Analyze the BEOG (Basic Educational 
'Opport\inity Grant) forms ^ 



Work with staff to rewrite instruc-' 
tions for Forms 1040, 1040A, 4684, . 
and Schedules A, B, C, E, R, and RP. 



Internal Revenue Service 
(IRS) 

U.S. Postal Service (USPS) 



Field test draft 1979 forms 



Help design and evaluate customer 
service card 



Ipmiigration and Naturalisa- 
tion Service (INS) Forms 
Control 

White HousS Consumer Affairs 
Council ^ 

White House Vonsumer Affairs 
Council , . 

Office of Personnel Manage- 
ment (0PM) 



National Bureail of Standard^ 
(NBS) Center for Fire 
Research 

Department df Housing & ^ ' 
Urban Development (HUD) 



Work w.ith staff to revise. 1-20 
(Foreign Student) form and instruc- 
tions 

Develop c<?nsumer response form ^f or ^ 
EO 12160 ^ . 

Help develop reader survey form for 
newsletter ^ 

Se^ve on^ interagency, task force to 
revise 171; analyze 171 form; 
suggest revisions to" text and ^ 
format 

Help* redesign and revise fojrms and * 
instructions for ratin^Sr' group homes 

Evaluate loan tecastinaag^^ement 
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B. Regulations^ guidelines ^ Legal notices 



^ Agency ' 

Depa^rtment of Housing & 
Urban Development (HUD) 



Internal Revenue Service 
(IRS) ^ 

Social Security/ Adminiptra^ 
tion (SSA) 

- . ^ i ■ ; "': 
PjeflerS'l Communications 
^edmmission (FCC) ' 

Department Health and'' 
HumaJi Services (HHSy' J 

U . S . department of ^ Agricul- 
ture (USDA) Food Safety and 
Quality Semice (FSQS) 



Federal Trade Coxraniss ion 
,(FTC) \ 



New York City Depart^jtient 
of Consumer Affai^s^ 



Department of Health and 
Hiaman Services (ilHS) 

Healthy Care Pina,ncing ^ 
Administration (HCFA) 



Brgject ' * * « - ^ 

Help revise privacy act regulations 

^ . ., • 

Analyze notices 

Analyze rewritten regulations 



HeljS plan and; carry out evaluation 
of Marine RadidI regulations 

Analyze and integrate three related 
regulation^ 

Work wibh statff to turn informal 
gjLiidelines into a clear regulat^n . 



Help revise gmdelines for public 
participation in rulemaking 

Help revise law and regulations on 
licenMng of hbme' improvement 
cCJntrabtor^ . 

Help produce' and improve guidelines 
for puplic participation . 

Review and suggest improvements for 
guidelines to states on administer- 
ing a Medicaid program 
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Publicatioris/ brochures^ patient labels 



, Agency 

Food and Drug Adminis^tra- 
tion CFDAl 

li.S^pi^^epartinent ,af AAjri- 
culture . (tJSDA) Off ige of 
Public Information >^ 

Federal Coiranunications 
Commission (FCC) 



Internal Revenue Serviqe 
(IRS) Forms and Publications 
Division 

U.S. Postal Service (USPS) 



\U.Sr Postal Service (USPS) 



Internal Revenue Service 

(3;rs>V 

Nationll Institutes of 
Health (NIH) 



Project 



\Analyze. four patient package 
i|iserts (PPIs) for Valium • 

Help write and evaluate Inew 
information brochure about Food 
^amps ^ ' ^ • * 

^Review consupier information b6okle;t . 
on broadcasting rights and obliga- 
tions 

Help rewrite publications 

on Indiv^idual Retirement Arrange- 

meints (IRAs) 

Analyze and suggest graphic revisions 
for International Mail publication 

Analyze and suggest revisions for 
Consumer Directory 

Help revise Spanish-language tax 
publications 

Analyze and edit medical' research 
co|^sent forms; create guidelines 

--£Qr.-„writ(SXS. _ 



National Institutes of 
Health (NIH) ; 

U.S. Department of Agricul- 
ture (USDA) Food and Nutri- 
tion Service (FNS^ 



Create guidelines for writing 
assent forms for children 

H^lp evaluate distribution system 
for brochure 
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D. Workshops, training, seminars 



Agency 

Pood and Drug Administration 
ifDA) \ 

Social Security Administra- 
tion (SSA) - - / 

Internal Revenue Service 
(IRS) . 0^^' 

Bureau of the Census 



Multi-agency 



r 



Multi-agency 



X 



Federal Trade Commissi,on 
(FTG) 



Federal Communications Com- 
mission (FCC) . - 

Department of JSttucatipn (ED) 
Office of. Student Financial 
Assistance (OSFA) 

Food and Drug Administration 
(FDA) Bureau of Medical 
Devices 

X 

National Asapciation for 
Volunteers ix\ Criminal 
Justice 



Project 

Training seminar in document design 



Training seminar in clear regula- 
tion writing T ^ • 

Seminar on clear writing for 150-' 
175 tax law specialists 

Work with task force to set up 
consistent procedures for trans- 
lating census documents into Spanish 

Set up conferences op how Federal • 
agencies should communicate with 
Hispanics 

Three-day workshop fot government 
writers — "Simplifying Documents" 

Half -(fay workshop for managers>- 
how to review documents, how to set 
up a document simplification project 



Workshop on clear writing principles 
for writers of guidelines 



In the next section, we highlight seven of th^se projects, 
including "bef ore-and-af ter " examples of our^work. The third^ ' 
sect^n of this report consists of brief descriptions of 

each of the projects. 

■ 4. ■ . 
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EXAMPLE 1 r I 
Writing Reguiatidns That Non-Lawyers Can Underktand: 
Department of Housing and Urban Davalopment 

Why We Selected This Praject 

The Privacy Act of 1974 ^ohibits uriauthorized use of 
records that Federal agencies keep about private' citizens. It 
a^so allows people to see, copy, or correct information about 
themselves in these records. Anyone w^io has dealt with a 
Federal agency may some day need to" refer tcj^r^the^^^p^ivacy act 
regulations. Yet only a lawyer could understand the' regulations 
that niost agencies wrote to detscribe -how people can get access 
to their records. " ^ 



What We Did ^ 

Shortly after thfe pocument Design Project began, we had the 
opportunity to describe the pfoject at an#open meeting of the , 
American Bar Association's Committee on Legal Dtafting. 
Mr. William Granik, a lawyer in HUD's Office of ^ Regulations, 
was at that meeting and expressed enthusiastic interest in a 
joint project to rewrite HUD*s privacy act rules (24CFR16) as 
a model for that agency of how to write plain English . regulati^ons. 
With the strong support Of Mr. Burton Bloomberg, Director of 
.the Office, and the help of the Document Design Project, Mr. Granik 
reorganized and rewrote the rule. . 

J 

The changes are striking. The new regulation addresses the ^ 

reader directly as "you" instead of presenting informatiqn in 

the morje formal and abstract third-person "any individual." The 

/ ■ ■ ■ '. •■ - 

new regulation guides you through the rule with a mpre informative 

table of contents and a totally new "signpost section" which lists 

each right you have under the Privacy Act and where in the rule . ^ 

to find information about that right. Each sectlpn also begins 

with a statement of its purpose so that yoUvCan tell Immediateiyvy 

if you have found the section that you need. • / 

*^ ■ 



In the old rulef; you had to wade through sentences as long 
as 127-words. In the new rule r this one sentence has become four 
sentences of approximately 30 words. By following the Document 
Design Project' s guidelines r HUD has written a regulation that 
is not only much easier for people to use and to understand, but 
that also carries a much friendlier tone; the agency comes across 
as wanting to help^eople. exercise their rights. 

HUD propo'sed the plain English privacy act regulations in 
5:he Federal Register of July 21, 1980, acknowledging the help, of 
the Document Design Project at some length in the preamble. Here' 
what they said about our help: 

^ la ncodlfylng these regulations, tht 

• HUD Gfllce of Regulations used the 

Document Deiign Project (*13DP^)as' ^ 
consultant The OOP la a^noject at the • 
' Amexlcait Institutes for Research. 
Washlniton, fondisd by the 
" NatkBud Institute of Bducatlonr^ , 

The pvoposed rule la a complete 
levislon of Part Id which usee simpler 
l^ngaage and shorter jMntences 
throo^umt die legulitlons. In addition.' 
* we have rearranied the present sectionaw 
of Part la Into an^icder that la more . 
OQotenlcnt for the reader. Moreovari wa 

hate proposed a number of minor > 
dwnfes in the present Privacy Act ^ i 

_ plpqidimatHUntOD^^ . . 

rsgnhtfona more omsistent intend 
We hava used two new techniques, 
suggested Iqr the DDP consultants, to 
aiake the reivlsed regulations more 
tmdentandable. Pint we have written. . 
them^partly In the second penon. using « ^ 
/ ^ >lul4nsteklofthe"indivfalual*'to ^ 

refer to the reader. Second the revised 
regulations contain a '*stgn post" section 
^ fllM) which explains to the reader 

•ti '"^- which sections to consult in order to 

. exercise spedflo rights under the 
/ ' ^vaoyAct 



(Federal Register, Monday, July 21, 1980; vol. 45, No. 141, p. 48655) 
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Regulations, are reference doctaments; People go to them . 
looking for ainswers to specific questions.' But most regulations 
never clearly tell the reader what the regulation is about or 
where to find information.^ A signpost section tells the reader 
what is in the rule and how it is organized. The reader can 
go directly to the one section that dovers his or her problem. 
A signpost section saves the reader's time cind makes it much^ 
more likely that the reader will find 'what he or she is looking /tc 

Her6 is the signpost section o^ the new HUD Privacy Act 
Regulation: ' , 



I ti ^^ H owlD Cwci—ToofRlg htau mNr 

Tlxii^rivscy Aciflvu joa the 
foQowIng Hghts: 

(a) R&i to ftndma what recordM 
about vou HUD may bave.M jau want 
to fbufcmt wltefher HUD U keeping any 
records About you. follow Ihe 
inatnictiOQS In 1 11U, "How to get 
Infomuitton about HDD recordi**. 

(b) Right to Me0 or get a c^y ajany 
record about you. If you want .to «ee or 
get a Cray of any UUD record about 
yoa follow Oia Instructlaiu in f UUk 
14ow to aM or fpfiiy HUD jncordB"4 

{Q)Bightiocoaaciamyxmcoid^aboiit 
you* If youbatlava thai fliaie la an error 
in any HUD lacoid about >ou and you 
want to bava It coiractad. ioDow &m 
initroctibna In 1 aiill, How lb oomd 
HUDraoofdtT. 

[A) Right to appeal a denial of any 
request ihat you Diode, If HUDnat 
denied ax^ raqaaat thai you made to sea 
or copy a racoid or correct a record, you 
may appeal from this decision by 
folloHdof (be procedures described in 
1 10.10. "What yon can do if HUd 
denies your request to see or copy HUD 
records," or 1 10.11, "What ydu can do if 
HUD denies jronr request to corect HUD 
records'. 

\m) Right to sue HUD ia court Your 
ri^t to sue HUD in court for violeting 
the Privecy Act is expleined in I iai5^ 
"Ycfur right to sue Hinr. 
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^ The Dociament Design Project* s research shows that people 
reading regulations are trying to understand what they should 
do or what someone will do for them. Most regulations # however, 
are written as if there were no actors or actions; they are full 
of passive sentences with lots of nauns cind very few verbs. 
Readers have to take the time to translate the regulation's ^ 
legalese> into "scenes" for themselves. The plain English 
regulation saves them that translation time. Here is an example 
of how we translated legalese into English in the HUD Privacy 
Act regulations: . 



Before: 



After: 



P16,9(c) The followini^ 
criteria will loe 
considered by the 
Privacy Act Ofif icer 
in reviewing a request 
for correction or 
ammendment : . . . 

(Sy The propriety and 
feasibility of complying 
with the spfecifi6 means 
of correction or amend- 
ment requested by the 
individual. 



12(c) Irv making a 
decision on your vequest 
the Privacy Act Officer 
will consider the following 



Whether there are any 
problems in correcting 
the record in the way 
that you request. 
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EXAMPLE 2 

Evaluating a Plain English Ragulation: ' 
FederaLCommunlcations Commission ^ 

Why We Selected This Project ; ^ 

.The Federal Goiranunications Coinraissi^n rewrote Part 8 3 
of Title 47 of the Code of Federal Regulations in ^lain English 
Part 83 deals with rules governing the use of marine radios for 
recreational boaters. The FCC's goal^was to produce a low- 
cost booklet of rules that the 300,000 recreational boaters 
who have two-way marine radios on theif" boats would find easy 
to use jand understand. 

The final revised version of this regulation consists o'fV 
22 rules in an 11-page booklet. These 22 rules were extracted 
"^from a much larger volume of rules that regulated radio com- 
munication on passenger and commercial vesifeels as well as on 
recreational boats. In revising the rules, the writers used 
plain English and other document design principles such as 
headings,^ tables, highlighting techniques, and whfte space. 

The FCC thought that the revised rulesvwere clearer, more 
readable, and easier to use than the original volume of rules, 
so they asked the Document Design ]^oject to assist them in 
developing and conducting an empirical evaluation to tist 
whether the revised rules are in fact more effective than the 
original oneAs We agreed to participate in this proj/ct, be- 
cause we have '^been trying to convince agencies that documents 
can be evaluated empirically and had been looking for a case 
study of an empirical evaluation. 

s . , . . 

What We Did 

Document Design Project staff worked closely with FCC 
for over? a year to develop the evaluation design, plan the 
sampling and data collecticTi procedures, \develop the test, 
and analyze the* data. 
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FCC (wijth DDP's help) measured how effective and useable 
the regulations are by testing performance qn a 13-item test. 
Each item presented a scenario or asked for information that 
required the subjects to identify the proper rule and then to 
apply it correctly. Some test items called for mOre informa- 
tion than others, and wexre given more points. A total of 20 
points was possible. Data were also collected on the amount 
of time subjects took to answer each question and on subjects* 
' ratings of the difficulty they had in using the regulations. 
ThuS/ there were four scores available for each subject: the^ 
number of answers correct (out qf 20) ; the number of rules 
correct (out of 13) ; the average time per question; and the 
rating of difficulty. 

One hundred and six subjects participated in the evalua- 
tion. One of the FCCA^concerns was whether experienced 
boaters could use and understand the new set of marine radio 
rules. A group of 54 members of a local Power Squadron, an 
organization comprised of experienced recreational boaters,* 
volunteered to participate. Another group of 52 new FCC em- 
ployees with no boating experience participated to test whether 
experience influences use and comprehension of the new rules. 

The evaluation consisted of a 2x2 factorial design. Sub- 
jects with and without experience were randomly assigned either 
the revised or the original set of regulations. The performance 
of each group on the criterion measure was, compared by analysis 
of vatiance. FCC staff administered the evaluatipn so that the 
data were collected/ scored, and analyzed under standard condi- 
tions . 

The reiaults demonstrated that the new regulations were 
significantly superior to the original set of rules on all 
measures . For both the experienced and inexperienced boaters, 
using the new regulations resulted in more correct answers, 
more correct rules identified, less time per question to answer, 

- > ■ ■ ' L ■ 
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and lower easier) ratings of difficulty. The evaluation 

data support the use of document design principles for making 
public documents more understand^le and easier to use. 

1. Both groups answered more questions correctly from the 
new (plain English) rules than from the old (legalese) rules. 

Figura 1 illuctratas th» nanga numbtr of quiftiont that the 

two group* ■ntwartd correctly^ , 
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EXPERIENCED 
USERS 



^Q^^^Q INEXPERIENCED 



USERS 



Old Rule 



New Rule 



- FIGURE 1. The average number of questions 
answered correctly (out of 20) 
by using old and new recreational - 
boating rules. 



^ 2. Both groups had the same reaction tQ the old and the new 

» ' * 

regulations. They thought the old^^^ne was very difficult and the 

new one was easy to use. . ' ^ ' 



(Hard) 5 



(Easy) 1 




Old ^les 



New Rules 



EXPERIENCED 
USERS 

rV. — .^ INEXPERIENCED 
USERS 



FIGURE 2. The average ratings of how difficult 
it was to use the new and old rute|. 
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EXAMPLES 

Simplifying Tax Jnstructions: 
internal Revenue Service 

Why We Selected Thie Pvojeat ^ 

The Int§rnal Revenue Service (IRSlj has become increasing- 
ly aware in recent years that taxpayers have difficulty under- 
standing and using tax forms and instructions, » Error ^rates 
are high, and even people with straightforward, simple tax 
situations would rather go to a tax preparer than try to 
tackle the tax form. As part of its attempt to improve this 
situation, the Forms and Publications Divj.sion of IRS asked 
the DDP to teach its writer^editors and tax-law specialists ' 
how to simplify and clarify the language of tax forms and 
^Instructions. 

j 

' ^ /■ 

if^at We Did , 

We began with a one-afternoon introductory workshop for 
^about 175 writers and tax-law specialists. In the workshop, 
we presented. and explained general guidelines for clear writ- 
ing >n publi^c documents and then demonstrated how the guide- 
lines apply to problems in IRS forms and instructions^ 

After that initial session, we began working with dif- 
ferent groups in 'the IRS Forms 'andyPublicatlons Division that 
* are responsible for updating and-ifevising tax forms and sched- 
ij^LeS. Together, we negotiated changes to simplify and clarify 
the forms and instructions for forms 1040 and 104OA, form 
4684 (on casualty and theft loss) , schedules A, B, C, E, R, 

and RP. 

> 

In addition to this'work, DDP conducted four other tech- 
nical assistance projects with IRS: 



ft 
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We advised on and participated in 
a field test of the 1979 form 104 0. 

We helped revise publlcatioji 590 on 
Individual Retirement* Arrangements . 

We helped rewrite the Spanish-language 
publication, Guia para preparar la 
declaracion del impuesto federal sobres 
Ingreso personal , ^ ~y 

We provided expert analysis of two versions 
of notices that IRS sei^ds to taxpayers. 



Here is ^r^, example of instructions tha^ were totallV re- 
written during our<jjj|fe!gkly revision segsions. They are fot 
Schedule E. Note that the old version begins with a fact that 
doesn't seqm relevant to filling out the form at all. The new 
version begins by telling the reader what the form is M>r and 
then relates the first fact to why people use this form.V 



Before 



Parti 

Pension and Annuity Income 

Gtntral Rult for Annulllas 
Oantnily, amountt you racalvtd from 
•nnultiai'Snd p«ntloni ara Includad In 
your incoma In an amount tliat It figurtd 
on your Ufa tupactancy. You may find |hla^ 
computaiioit and your llfraxpactancy 
multlpta In Publlcatioii475t Tax 
Information on Pinilon and Annuity 
Incoma. 

Onea you flgura tlia axcludabia amount 
for a full yaar it doti not chang a, lo you 
will not hava to rafigufa tha amount to 
axcluda tach full yaar; in making thit 
computation, youlpan gat halp from tha 
Intamal Ravanua SarvTeasH wall at from 
tha payar of tha annuity orpaiMilon. 

If you did not^ntrlbuta to ufticost of 
your panilon or annuity, or your amilbyar 
did not withhold part of tha contracif cost 
from your pay whila you workad. thd 
amount! you rtcalva aach yaar ara filly 
taxabla. Raport your annuity onj 
1040. Una 17. Initaad of 8cr 



After 




Purpose 

Uia Schadula E to raport incoma (or Iota) 
from pantlont and annultlat, rants and 
royaltlat. partnarthl0t» attatat and 
truttt. and tmall butlnatt corporations. 



Part I 

Ptntion and ^ 
Annuity Incomt 

Nota: For mora Informat/on atiDuf>ant/on 
and annuity Incoma, taa Publication STSp 
Pant/on and Annuity Incoma. 
Ganaralty, you mutt uta Schadula C 
to rapoft pantlon and annuity Incoma if 
tha amount of that Incoma which you 
racalvad In 1979 It not fully taxabla. 
Thara art thraa mathods of rapoitlng 
your pantlon or annuity Incoma. 

Method 1 

Tha pantlon or a'nnultir paymants you 
rtcalva ara fully tgxabta ifi 

• You did not maka any contributions 
(Including contributions withheld from 
your talary) to your pantlon or annuity, or 



ERIC 



20 



2e 



These next examples are from Form 4684 - Casualties and 
Theft. The original purpose S(S6l:ion, w 

atbty, has been replaced with a true explanation of the purpose ' 
of the form: - 



Before 



After 



.Purpose of this Form, — Form 4684 
gives general instructions for casualties 
and thefts. It may eliminate the need for 
completing part or all of Section A of Part I, 
Form 4797, Supplemental Schedule of 
Qatns and Losses/Attach Form 4684, br a 
statement that shows your computation, 
to Form 1040. 



Purpose of Form: 

Use this form to figure your gain or loss 
from casualty or theft if: 

• More than one item was lost of 
damaged by one or more casualties or 
thefts, « 

• You had more than oM casualty or 
theft during the tax year, or 

• The casualty or theft was to trade, 
, business .or income*produc|ng prop- 
erty. 

Use Part I to figure your gain or loss; 
Use a separate column for each item lost or 
destroyed, by one casualty or theft. Attach 
additional sheets if ^cessary. If vou had 
more '*^an one^' "^r theft ^ " the 
tax '^ake "^or 



In the "Before" version, a very confusing and contradictory 
explanation of how to treat casualties ^nd thefts has been re-t 
placed by a simple and well-laid-out list, ^ 



Before 



After 



A. Casualties and Thefts,^ in General. — 
Generally, fosses and gains from casualty 
or theff. will receive different treatment' 
See instruction C for treatment of a gain 
from a casualty or a theft. 

Any loss arising from fire, storm, ship* 
wreck, or other casualty may be a casualty 
toss deduction. A theft loss fmv be de- 
ductible. It includes larceny, '^embezzle- 
ment,. and robb.ery. . 



Casualty or Theft Losses You May Deduct 

You may deduct any loss arising from: 

• fire 

• storm 

• shipwreck 

• other casualty 

• theft (for example, Idrceny, embezzle* 
ment, and robbery) 

• damage to a car that is not the result 
of a willful act or willful negligence of 
the driver* 



Although the explanations in the new form tended to b,e 

longer than those in the old instructions, we also eliminated 

« 

redundant and extraneous information. This made the new version 
raiich shorter than the old one, and allowed us to add lin^-byr 
) line instructions. 



EXAMPLE 4 

Simplifying th e Basic Grant Application Form; 

Department ofWucation; Offio^ - — — - — ' 

' ■ . • . ., 

Why We Selected This FvoQect 

More than five million students apply every year for 
I Federal grants to pay for their pos^secondary education. In 
the pastr niaay app^cants have had problems with the Basic 
Grant form and instructions. Thirty-four percent of the 1979- 
1980 Basic Grant applications (and 45% of the applications 
using the College Scholarship Eiervice's form) ^could not be pro- 
cessed because students (or their parents) did; not fill out 
the forms correctly- Some applicants had to return their forms 
four or five times before the answers were complete or consist- 
ent enough to be accepted. Some gave up trying. 

The Basic Grant is an entij^lement program meant to provide 
help tp those least able to pay for further education. Stu- *k 
dents who demonstrate financial need> who meet other criteria 
for eligibility and who fill out a complete ^ correct application 
/arte awarded a grant. If the complexity of ^the form and instruc- 
tions keeps^ eligible students or their families from applying^ 
the students , lose c^ut on money to which they are otherwise 
entitled. Those who need the money most are often those who" 
find the form most difficult. 



What We Did 

' The Document ^wlgn Project worked with the Basic Grant 
Branch in the Spring of 1979 to s;j.mplify the financial aid 
package. Together we 'reorganized ( and simplified the wording 
pf the introductory information. We introduced color coding 
to >elp students and parents find their separate paths through 
the 'fomfi We reordered %he financial questions to allow students 
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and parents who do not file an income tax return to skip ques- 
tions that they are not required to answer. We helped people 
prepare to fill out the forms by telling them what other .mater- 
ial they would need to fill out the forms* 

All of these changes reduce the burden the fotm places on 
the applicant,, resulting in large savings of time and frustra- 
tion. In the year after these changes were introduced, thei 
error rate fell signif icaritly • ^ 

4 Document Design Project research has shown that section 
nps, which are usualj.y Jioun strings, often confuse people 
instead of helping them. Because readers are looking fhr answers 
to questions, writing the headings as ^questions helps the reader 
find the correct section quickly. Here is an example from the 

introductory information in the Basic Grant package. 

ft 

Basic Grant before ; 

Student Eligibiiity - 

You will be eligible for a grant if you meet all of the 
foliowirig important criteria: 

1. You have been dewmlned to meet the Basic Grant 
financial need reqmrements. 

2. You will be enrolled In an undergriaduate course of 
study and have not previously received a Bachelor's 
degree from ^ * institution. # 

3. Yr- will • on ax ' ♦ a half-t*-^*^ basis in 



Basic Grant after ; 

/ Who call get a Basic Grant? 

You can get a Basic Grant for 1960^1 if all these things are 
true: 

1. You show that you have financial need— your education 
costs more than you can pay. 

2. You are a U.S. citizen or an eligible noncitizen. (See page 4 
for a list of eligible noncitizens!) 

3. You do not ^ e a Bachelor's degree. 

4. Both M and your program of study are 
eii<^ V meet ^ require'' of the Basic 
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In the old Basic Grant .packager, the instructions section 
began with several admonitions—not with any information that 
would help the reader get started. Instead inviting people 
to apply, it seemed to be trying to turn them away. 



Basic Grant before: 



Instructions 



It is Important that you read the inetructione while com- 
pleting the form. If the form Is completed correctly, your 
application can be processed without unnecesaary delay. 
Every attempt has bean made to Include only, those ques- 
tions that are absolutely necessary. All Information will, 
of course, be treated confidentially. v 

1 Your application must be complete and accural. . 

Students receiving Basic Grants based on lB<!orrect Infor- 
mation submitted on the application will have to repay 
any funds received and may also be subject to further 
penalty. fif 

I ALL QUESTIONS MUST BE COMPLETED, EXCEPT FOR , 

^ 5, 7, 8,14 AND 53 WHICH ARE OPTIONAL 



■ , ■ /, 
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In. the new Basic Grant pagkiage, the Instructions begin 
by helping people gather together all the papers they will need 
to copy informatipn from. This saves time and frustration late^* 
and helps' people get organized for the tasks ahead. 

Basic Grant after: 



Instructions 



Getting Ready 

First, be sure yoi^ have read and understood the first few 
pages of this booklet. 

Becduse you will need to give financial information for 
you/self and/or your family, you should get together these 
reoords: 

— 1979 U.S. income tax return (Form 1040 or'l040A) 

Forms and Other records of money earned in 1979 

— Current bank statements 
—Current mortgage information 

^Records of medical or dental bills that were paid in 1979 

— Business or farm records 

— Records of veterans benefits or social security payments 
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EXAMPLES 

Simplifying Forms for Immigrants: 

Immigration and Naturalization Service ^ 

Why We Selected This Project * 

The ToiSns and doc that foreigners and iiranigrants 

must deal with in order to be permitted to stay, work, or 
study in the United States are particularly onerous for* their 
audience. These docioments suffer fjrom many of the same de- 
fects as other bureaucratic documents — poor layout, tiny print, . 
^ cramped writing spaces, and bureaucratic and legal jargon. 
But in addition, the people who must read, understand, and 
fill out the forms are usually not native speakeifs of English. 
Documents that would be difficult for native English speakers 
• become enormous impediments , for non-native English speakers. 
Since many of the foreigners who initially fill 'out these docu- 
ments' later become U.S. citizens or permanent residents, it 
seems a shame that their first contact with the U.S. govern- 
ment and- its paperwork should be so unpleasant. 

The DDPs-worked with INS staff to improve a form that af- 
fects both foreigners and Americans: the 1-20 "Certificate 
of -Eligibility" for foreign students . The audiences for this 
form are foreign students and also the foreign student ad- 
visors at American universities. In fact, most of the com- 
plaints that INS receives about this form come from the native- 
English-speaking foreign student advisors. They find the forni 
illogically organized and too cramped for adequate answers. 
Working with -INS staff and a representative from the National 
Association of Foreign Student Advisors (NAFSA) , we also found 
that the form was asking the wrong questions, that it was 
very difficult to find specific information on the form, cind 
that the language was far too difficult and bureaucratic for 
either \^its intended audiences. 

INS and DDP together reorganized several parts of the 
form. This can be aeen from the differences on the first two 
'pages of the old and new form that follow/page .28 . For example, 

^ Q 27 ^ 
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• We separated the student * s Income and 
expenses into different sections. 

• We placed Remarks (#8) before the certifi- 
cation (#7), so that the school official's 
signature could logically follow the certifi- 
cation. 

• We arranged the vairious small boxes on the 
page to eliminate wasted space, which allowed 
us to increase the type ^ize to make the text 

^ more readable. 

• * - 

• We eliminated outdated and irrelevant 
content. 

• We reordered, simplified, and clarified the 
information on all the pages. 

• We added informative headings throughout 
{B&e especially page 2), and used bold-face 

^ type to highlight headings and important 
information. 



The revised 1-20 form was approved by INS, the State 
Department, and the Justice Department in the auttunn of 1981,. 
and is now officially in use. 
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UNITtD 0TATa OI^AfTTMINT OP JUMflci Immtanilian and Naairaltntlan 



Paoal 



OPTHE IMMIQMTiON AND NATIONAtlTY ACT 

1. IMi^«nlir(yr«nimirtttMUrriMilst«timpo^ 

lof mitform. 




4. My«ducaUonilob|«ctlv»la 



5. I m f IninclaUy aM to support mywlf for Vtm ontirt pgrlod of my stay In ths UnJtsd SIstM wtillt pursuing a full courss of itudy . (8uu souros 
andamounto< support:) (Documantary avklsncaol inaans of actual support mustbaattaOwd to this form) 



t. llaaiatiandad(Namaoflchool) 



(City) 



(Country) 



r. Mymi^vflaldofstiidlaswas 



\ 



t. I complatad such studios on (Data) 



t. Tha parson most ciosalyralalad to ma wtiolhwoutsldathaUnltadStalaa la: 



(RaiaUonshIp) 



(Addrass) 



to. TtwparsonmoatclQaalyralaiadioma«l»llvaalntliaiMllad8tslaals:afyourm 

(H«na) I (flalatlonahip) i (Addraaa) 



1t« lundarstandtnafollowHng: 

A nonimmigrant itudam applying for admission to thaumtsd Statss for tha first tima sftar t)aingTssuad an f <i (stuosnt i) visa, win not Da admittad unlasi tha itudsht I 
inlands to altand tha school ipaoif lad in that visa. Tharafora, if bafora daparting for tha Unltad Statas tha itudant dacidss to sttand soma othsr school, tha itudsnt ihoujf' 
communlcata with tha issuing Amarlcan conautar olflca for tha purposa of rtsving luch olhar school spaciflad In tha visa. Any othar nonimmigrant studant will not r 
admittad to tha Unitad Statas unlass tha studant intands to sttsnd tha school spacif lisd in tha Form 1-20 or Form 1-94 which ts prasantad to tha immigration of f Icar at tha r' 
ofantry, . . < ^ 

b. A nonimmigrant studam Is not parmlttad to worli ofl-campus for a waga or salary or angaga in businass whila in tha umtad Sutss uniass parmission to do so haa first I 
baan grantad by tha Immigration and Naturallxation Sarvlca. A studant who raqulras amploymant (i) bacausa of aconomic nacassity dus to unforaaaan circumstancr^^ 
arising aftsr sdmission, or (2) to obtain practical training, may apply to tha immigration and Naturalization Sarvica on Form i-&38 lor parmtssion to accapt such ampio 
mant. Additional information concarhing amploymant is sat forth in Form 1-538. Tha allan spousa or child accompanying or following to |oin a nonimmigrant studant is r 
parmlttad to worti In tha Unltad Sutas. ' 

e. A nonimmigrant studant Is psrmfttsd to ramain in tha unltad Stataa only whila maintaining nonimmigrant studant sutus, and in any avant npt iongar than tha parlodi 
fixad St trw tima of admission (or changa to studant claaslflcation) uniass tha studant appliss to tha immigration and NaturaJization Sarvica on Form l«530 in accordant 
tha instructions on that form batwaan IS and aodays prior to thaaxpiration of tha parlod of authorizad stay and obtains an axtansion of suy. 

d. Each ysar, avary nonimmigrant studam In tha Unitad Statss on tha first day of January must submit by tha 3ist o^^uary a wnttan notica of it's addrass to 
injmigration and Naturallxation Sarvica. m addition, a notica must ba sant within id days aftar avary changa of addrass. Ragardiau of whathar tha studant movss. sach | 
nonlmmigram studsm Is rsqulrad to fita wrlttan notloa ol hla/har addrass avary 3 montlM. Primsd forms obtalnabia to tha Unltad Statss immigrstion off loa or post off loa| ■ 
should ba usad In m^ng tha annual addrass rsport, tha changa of addrass raport, M tha >mnth addraaa raport . 

a. At tha tima a nonimmigrant studant daparts from tha Unitad SUtss, tha tsmporary antry psrmit (Form 1^4) is to ba turrandarad to a raprasantatlva of tha staamship ( 
airiina if daparting via a saaport or airport, to a Canadian immigration off icar if daparting across tha Canadian bordar, or to a umiad Statas immigration officar if daparting 
I tha Maxican bordar. 



f. A nonimmigrant studam may ramain in tha Unltad Statas tsmporarily only for tha purpoaa of pursuing a full coursaoi study at a spacif tad school. If , aftar baing admltta 
tha studant dssiraa to trsnsfar to anoihar school, tha studant must maka wrlttan application on Form 1-538 for parmiuion to maka sucn a transfar. Tha application must I 
submlttad to tha of flea of tha immigration and Naturalliatio(i Sarvica having jurisdiction ovar tha araa in which tha school from which tha studant wishas to transfar i 
locatad. Tha application must basocompaniad by Form l*20compiatad by tha school to which tha studant wishas to umiv, Tha studant may not transfar until tha appll« 
cation is approvad. Tha application^ill ba da/iiad If tha studant f allad to actually taka a full coursa of study at iha school tha studant was last authorltad by tha Sarvica to 
atrand, uniass tha studant sstablishss that fallura to do so wss dus to circumstsncaa bayond it's control or was otharwisa lustiiiad. 

g. A studant who saaks to ra-antar tha Unltad Statss ss s nonimmigrant studant aftar a tamporary absanca must ba in possassion ol tha loiiowing documants: (I) A vall| 
unaxpirad studant visa (uniaas axampt from visa raquiramants); (11) A passport valid for six months bayond tha pariod ol raadmission (uniau axampt from panport 
raqulramants); (ill) A currant copy of Form 1-20 (A m\6 B). Howavar, only iha ''A ^ copy of Form 1-20 is raqulrad in tha casa ol a nonimmigrant studant raturning from | 
tamporary abaanca outslda tha Unitad Statas tocontlnus sttsndanca at tha ssma school which tha immigranun and Naturalization Sarvica last suthorizad tha studant to 
altand; In such caaa. Form l-aOA may ba racaln^ by tha studant and uaad for Sny numbar of raantrlaa wimin twah/a montha from tha dais of Issuanoa, tha oartif toata on f 
paga 2 of Form I-20A naad not bacomplatad. and Form I-20O should ba dastroysd. ^ 

h A nonimmigrant studant who doaa not raglstar at tha school spaciflad in thf iamporary antry parmlt (Form l-g4), or whosa scnooi attandanca is tarminatad. or who takaa | 
lass than a fuilcoursaof study, or whoaooaptsunauthorltad amploymant, thsmy falls to maintain status snd meat dspart from tha unitad Stalas immadialaiy. 

I CEPTIFY THAT T>HE ABOV|S IS COni^ECT. I haraby agraa to comply with iha abova and any othar larms and conditions of my admission and any axtansion of stay, 
harady authoriza tha namad siehool and any scfiool to which I may subaaquantiy transfar to raiaaaa to tpa immigration ano NaturaJization Sarvica any information from mi 
aducation racorda which tha Sarvica naadato know in ordar to datarmina if I am maintaining tha lawful nonimmigrant sutua i«i which i twas admittad to tha Unifad StatsI 
undar tha immigration law. Mora spacif Ically, I authorlza tha school lo raport, in writing, lo iha Immigration and NaturaJization Sarvica if i faii lo ragtstar within 00 days of 
tha tima axpaotad, if I fall to carry a full coursa of study, if I fall to attand classss to tha axtant normally rtquirao, it ( aw laiimg coursas. if I bacoma ampioyad or If | 
tarmlnata attandanca at tha namad school and to provlda tha Sarvica upon damand with my latast addraas. 

■ ■ \ • 



SIgnatura of Studant 


Addrass (City) 


(Stataor Provlnca) 


(Country) • 




(Data) 1 


(SIgnatura ot Partnt or Quardian if ^ 


itudsnt is Undsr 18 Yaars of Aga) 


(Addrau) 




(Haiationship) 


(Data) 1 
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VS.ti€t^^inmt of iMlci 
Immisnitlon and Nttuializatlon Service 
Pliesa raad instructiora on PAGE 4 



CertfficateofEfipifity 
forNonimnUgnuit . 
(F*l)Stadent^tiis 



Form Approvid 
OMB. NO.R0397 

PAGE 1. 



Thb pigi must to oomplttKi and tignad in tha U.S. by an authbrizad school official. 


010087 




Nama of Sfudwit-Fomily Namt (Capttal Lemn) Givan Nama Middle Name 


Vita Issuing Post 


Data of Birth <Mo.. day, year) 


Coufrtry of Birth 


Country of Nationality 


For Immigration Official • 

1 


Nama of School 


SchoolOffklaltobanotifladof ttudam'saiTlvalfnU.SJNamaandTitla) ^ 


Addma of School llnckida Zip Coda) 



1. TMs oartifiarta is Issuad to tto studant namad abova for Ichadc and fill out at approprlata): 

□ Initial attendance at this school. ^ 

Q Continued attendance et this school after a temporary absence from the United States, or 

□ Use by spouse and/or children in acquiring nonimmigrant F*2 classification. 

The student's authorized stay, as itappeers on his/her Form 1-94. expires on (date): 

□ Other (specify): ' 



Z Tha studant named abova haa baan acoaptad for a full oouisa of study at thto institution Icompiato oach of the following): 
Majoring in the field of : . , ■ 



The student is expected to report to the school not later than (date) 

than (data) . 

3. Profkiancy in tha English language □ to □ to not required (chedc and fill out u appropriate): 
□ Tha school has determined that the student has the required proficiency. 

n if the student is not yet proficient, he or she will be given instnliction consisting of 

O English IS NOT a requirement (explain) : 



and complete studies not later 



Thto adtoolaat i mataa tha student's average MONTHLY costs to to tha foiiowing: 

Tuition and fees $ 

Living expenses $ 

Expenses of dependent(s): $ 

.Other (specify): S 



TOTAL 



B. Thto sdiool has Information showing the following as tto student's means of support, estimated on a MONTHLY basis: 



Personal funds of the student: 
Family funds from abroad: 
Funds from this school 
(Specify type):; 



Fiinds^rom another source 
(Specify type/source): 



Onompus employment, if applicable: 
Remarka Icompiata as appropriate) 



$ 



TOTAL $ 



7. Thto school to yiprovad by tha Immif^ion and Naturalization Service for attendance by nonimmigrant students (f iir out all bianics): 

Under the name of (School/SchooJ District) , !_ . 

Approval was granted on (date) and the school NA/as given the file number of ^ 

I CERTIFY under penalty of law ttot: 

Alt information provided abova was complatad before I signed this form, end is true end correct to the tost of my knowledge; 
Tto school haa determined ttot the etova^named student's qualifications meat all standards for admtosion to tha school; 
Tto studant will to requirad to pursue e full course of study as defined by 8 CFR 214.2(f )(ta); and 
I am a daaignatad official of the ebove named school end I em authorized to issue this fdrm. 



{nature of School Official TItia Data louad * Place Inued Icity and itata) 

&P.IEV,2/14/81)Y 



on PAGE 4 ^ Under Sectipn 101 (a) (15) (F^iKof tht Immigration and Nationality Act 



1. My full nam ts: (Family name) (Givtn name) 


(Middle name) 


2* My enticlpeted stay is (months or years): 1 


3^ My aducatlonal objtctlve la: 
(OtgfM or ctrtiflcitt sought; 
Maior fitldof ftudv) 


4i My passport was issued by (country): ^ 1 
^ and the number on it is: I 


.5. 1 am financially abia to support mysalf for the entire peribc 


1 of my stayin the United States while pursuing a full Course of study, by: 1 

otKnf rrMfl^B^ Actual tuonivt mti«t hM nttnrhiiri tn thia fnrmi' T 








6. 1 last attended (Neme of school) 


(City) 


(Stete) (Coumry) 1 


T.Mymeior field of j|udi« wee: ^ 


8, 1 completed those studies on: (Dete) 1 


9» The person mos^cloaely releted to me who^ves OUTSIDE the U|)lted States is' 
(Name): ^1 ( Reletionship) : 


(Address): / ~ 1 


in The person moat closely releted to me who nym IN the United Statea Is; (If you have no relative In the U.Sw, give the name of a frlerKL) 1 
(Pemlly neme): (Oivenneme): (Middle neme): 1 (Reletionship): 1 (Address): 1 



11. PLEASE REAP CAREFUtLY, wd be sure that you understand the following, before sifting below: 

I A. If I em applying for entry to the United States for the first time efter being Issued e^ P-1 visa. I will not be edmltted unless I 

S0400L P^^^^o attend the school specified in that vise. If, before I depert for the United States. I decide to enend enother school* I 
^™ wfc ^jjj present en 1-20 from that school to the issuing Consular office to heve thet school specified In my viae. 

B. 

EMPLOYMENT 



I am not permitted to work off-campuf or to engage In business unless I have received parmlsslon to do so from the 
Immigration and Neturallzatlon Service. If I require employmem, I mey apply for permlasion to work (on Form 1-538). My 
application musf be.based on financial need arising after receiving studenLstetus, or the need to obtain pmctlcal training. My 
alien §poum or child rF-2 Classification) may not work In the United States. 

I am permitted to remain in the Unltec^ States only while meihitalning nonlmmlgram student status. I must also melntain e 
penpbrt which /s velld for e period of no nss then 6 nrtonths, unless exempt from pasmort requlremems. I may not stay Ion 
than authorized on my Form 1-04, unless I apply to the Immigration and Naturalizetton Service (On Form 1-638) for en 
extension. To get en extension. I must apply between 1 5 and 00 days before the data that my authorized stay expires. I mey 
stay while the application Is being processed and if It Is approved, until the expiration of the extensloa 

Each year I em in the United States on the first dey of Jenuary. I must submit, by the 31st dey of Jsnuary, a notice of my 
address to the Immigration and Naturalization Service. I must elso send e rxnice within 10 days after any cheiMI* of eddresiL" 
Regardless of whether I move, I must file e notice of my address every 3 momhs. (The forms to be uaad to make eech of the 
riporta ere available eteny United States Immigretlori OffkM or Post Office.) , 

When I depert from the United States, I rrfust give my "Arrival-Deperture Record" (Form 1-94) to e repreaentative of the 
stfamship or airline If I leave via a napon or airport, to a Canedlen Immigration Officer If I leeve ecross the Canadlen border* 
or to a United States Immigration Officer if I toave acroa the Mexlcsn border. How«/er. I mey keep my 1-94 for ree nte r i ng tfr' 
United States from Mexico or Canada, or from adiacent islands other then Cube/lf I return to the U.Sw within 30 diys^ 

I mey remein In the United States only to pursue e full oourss of study et e specified school If. efter being edmltted, I want 
to transfer to another school. I must flrvt apply (on Form 1-638) end be grantad permission to do so. The epplicetlon must bd 
submitted to the Immlgretlon and Natural|zatk)n Service Office having jurisdiction over the School from which I wish to 
transfer. A Form 1-20. completed by the school to which I wish to trensfer. must be with my epplkatlon. My epplication wll^ 
be denied if I have not taken e full course of study at the school I wes last authorized to ettend. unless I establish thet feihire 
to do so wes beyond my control or wes otherwise justified. 

If I warn to reemer the United States os a nonimmigrant nudant. efter e temporary absence. I must be In possession of the 
following: ( 1) A valid studam vlss. unlass I am exemm from visa requirements; (2) e Pinport velld for et least 0 months 
beyond the perkxl of readmisston. unless I am exemptsfrom pessport requlremems: erid (3) • current copy of Form l-20Aerid | 
I-20B. (Only the '*A" copy of Form 1-20 Is required If I am returning from e temporsry abssnoe from the United States, to 
continue studies et the school whteh the Irnmlgretksn end Naturalization Service last authorized me to attend.) 

. H. If I do not reoisnr at the school nemed In my *'Arrtvel-Oepanure Record" (Form I-04K or If I stop ettending school, or take 
DCMAI TV Ira than a full course of study, or accept unauthorized employment. I fell to malmaln my status and may be deported from 
fi;nMi.iT United Statea. 

I AUTHORIZE the neimd school, end any tchool to wl^lch I trarsfar, ti^laasa any information from my reoordi which ii 
naadad to datarmina if I am maintaining the lawful ftitiis in whidi I was admittad to tha Unitad Stataa. I furthar autborlza tha 
ichool to raport to tha Immigration pnd Naturalisation Sanrioa if I fail to ragiitar within 60 days of tha tima axpactad, td oanry • 
hill couraa of itudy, or to attand datiai to tha extant raquirad, or if I baa>ma amployad and/or tarmlnata attandanoa at tlia 
school. Tha ichooHs authorized io prOvida the 8«vica with my name, country Vif Mrtht currant addratc and any othar diractoiy| 
information on a ragular bMit or upon raquaat 

I CERTIFY that all information providad on tMs form refare spadfically to ma and It tnia and oorract to tha batt of my 
tcnowledga. I cartify that I laak to antar or ramain in tha Unitad Statas tamporarlly, and solely for tha purpoia of purauing a full j 
oouiea of study ^ tha school named on Phga 1 of this form. 

I AGREE to comply with the above tarms and with any other conditions of my admission, and thosa of any axtansion of 



c 

PERIOD 
OF STAY 

D. 

NOTICE OF 
ADDRESS 

^ E. 
ARRIVAL/ 
DEPARTURE 

P- 

SCHOOL 
TRANSFER 



Q. 

RE-ENTRY 



Stgnatura of Studam 



Addraa (City) 



(Ststa or Provlnc.) 



(Country) 



(Data) 
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Signature of Pmnx or Ouardtan If 
Student Is under 18 yasrs of age 



(Reletionship) 



Address ( City) (State or Province) 
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(Country) 



(Dete) 
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EXAMPLE t 

Making Patient Consent Forms Clearer: 
National institutes of Health 



i/hif We Selected This Project 

Much of the medical research at NIH depends on having people 
participate in studies that investigate how the body works and l 
that determine the effects of new drugs and treatments. An im- 



portant element in this^ research is the informed consent of 
participants. Researchers use patient consent forms (also 
called protocols) to explain what will be done to participants 
in the study, to inform participants of possible risks and 
side effects, and to obtain the participants' consent. These 
protocols are often poorly written and too technic*! for the 
lay person to understand i Because very serious side' effects 
are possible in many of these studies, informed consent is 
important to both the patient and the researcher. 



What We Did 

Thfe Document Design Project worked with NIH to make these 
protocols easier for pa£Uents to undeJ^standr and to improve 
the skills of the doctorip who are, andjwill be, writing these 
protocols. As a first step in this project the DDP reviewed 
over sixty NIH protocols organization, language, tone, and 

overall clarity. The review involved editing the protocols 
and noting suggested changea on' the page, and occasionally, 
rewriting whole sections of a protocol. Because somfe sectionis 
of these protocols are identical (e.g., introduction, payjment, 
signature section) regardless of^/tlie type of study, we ^so- 
developed a model for these portions of the protocol. 

O ' ! ■ ■ , _ 

As the next ste^p^n the prcjject, we developed a setj of 

draft guidelines- on how to orgarjiie and write clear protjocols. 
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The guidelines are specifically geared to' the ^researchers who 
write NIH protocols,^ and respond to problems DDP staff have; 
found in many of the consent forms. The guidelines use 
excunpibes drawn from the protocols as well as the model form 
of the^ standard sections. 

Exampi^ of Problems in NIH t^rotociols ; Afhong the 
problems that we found in many of the protocols are 
poor organization/ impersonal and abstract sentence Structures, 
and technical terms 'used without any explanation.. For exam-, o 
pie/ protocols use jtbstract language fdr concrete situations: 



Before ; the lack of maintenance of normal blood 
pressure in response to assumption of 
upright postijre 

After: the body cannot maintain normal blood 
pressure when the person stands up 

Before : Some discomfort from venipuncture and . 

intravenous injection mav be expected 
and there is some possibilitj? of local 
bruisinc 




After: You mayHBrel some discomfort from veni- 
puncture (a /^eadle inserted into your vein) 
and intraverious injection. There is also 
^ some possibility of bruising in the area 

of the injection. 



■3 3 ^ 
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When one sentence contains several types of -impersonal cpn- 
sttuctions and abstract EJhrases, it becomes very difficult to 
understand. The reader has difficulty translating the sentence 
into a picture that t^lls what will happen to hiirt'^or her.^ Here 
is how we rewrote one very abstract, impersonal sentence in an 
NIH protocol. 



ef pre : ' The primary concern about *any combination ^ ^ 
of drugs would again be the low blood pres- 
sure effect *which will be carefully monitored 
and th6 study slopped if there were any indica - 
tion of low blood pressure beyond the normal ^ 
limits , or any other side effects. 



After: The main problem with using any combin-^ 
ation of drugs would be the possibility 
of causing low blobd pressure. We will 
^ carefAilly monitor your blood pressure 

an5" stop the study if there is any Indica- 
tion of serious low blood pressure, or any 
other adverse side effects. 



This project led directlG^ to another . technical assistance 
project involving assent forms for children (see Section III*^ 
Summary of Each Pr6ject) . 
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EXAMPLE ? ^ r \ ? 

WgiKshops ^ 

A. A Three-Day (bourse for Writers 

The Document Design Project created a three -day course for * 
writers and designers who want to make theit materials simpler : 
and /t:learer. The course > called Simplifying Documents , follows 
a model of the process a ^person must go through in any writing 

tajsk-. This model was first presented in AIR 's proposal for the 

■ • ■ ■ ■ . , ■ *■ ^.^ . . 

Document Design Project. Pollowing'the model, we cover these 
topiqs in the workshop: 

Before you write r • 

• Do you "really need a new document? 

• What purpose will it serve? , 

• Who will use your document? ^ 

• What will they do with it? 

What constraints must ybu work with? 

■ ■ ■ ' : r ■ ' 

When you write ; 

^# Selecting the appropriate content 

• Organizing for your audience and purpose 

• Writing in clear English 

• Using graphics to improve your document * . 

After you write ; • ^ 

m Editing/reviewing, and revising, 

• How to find out. if your document works 

• Readability formulas--and their limitations 

• Other evaluation techniqbes . ' 

The workshpp in Simplifying Documents is hot a lecture 
course, but a "how-to, hands-on" workshop. At 'different times 
the workshop includes direct teaching to the! whole group, group 
discussions, arid exercises done in small groups or individually. 
While exercises in writing, rewriting, and editing are the core 
of this course, the course stresses the process that begins 
with thinking about what you are writing, whom you are writing 
it for, and why you are writing it. An important, aspect of • 
the workshop that is not covered in most clisax writing workshops , 
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is a disdussion of how to' ^work :W^^ d system. We discuss 
constraints (time, ^ review |>rocess) that the system. ^ 

iroposes and give specific ide^s for'coping successfully with 
the/needs of the organization*:, " 

Oth^ .innov^ative features o^ the ^^^^c^^ by the 

Document Design Project are graphics and evaluation. The DDP 
iijiodej inS;ists that you do not ha Ve a final document until you 
'hav^ tried it out with the intended 

■ . ■ ■ ■ ■ •■ . ■ <i ■ • 

All ^the examples and the exercises come from government 

documents/ regulatidns, notices^ mantlals/ forms, brochures, 

and letters. |n 197 9, the- Document Design Project piloted 

the' course twice., Each s^ssiorf" was completely filled within 

tv/d Weeks after announcements were sent out. To reach as many 

agencies as possible, we had to l^imit enrollment to no more 

than two people from any one group. We trained 42 people from 

15 a^ene^ies in two pilot sessions of the workshop. Participant 

rated €he workshop very highly on all the aspects of the course 

"FpTlow-up Studies indicatie- that participants continue to use 

the guidelines from, the worKshopi TA projects have come out of 

the workshops, *ai>d the workshops have been used "as training fo|: 

people with whom we were already involved on TA projects. 

The 100-page manual with notes, guidelines, examples, and^ 
exercises .has attracted a good deal of int/erest beyond the 
workshop participants. 
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B. -A Half-Day Workshop for Managers 

Many of the vnriters whom we trained Vin the three -day 
coxjirse suggested that their supervisors would be more support- 
ive of their efforts to simplify material if we trained the 
supervisors. In the second year of the Document Design Project, 
we created a three-hour workshop for Branch and Bureau Chiefs, 
General Counsels, and SES-level executives who oversee plain 
language projects. / 

The half-day course covers these topics: 

• Why simplify goveri:iment documents? 

• What do we mean by language simplification? 

• Steps in a document simplification project 

• Producing the document ■ . • \ 
—How to get started ' * 

—How to analyze a poor document 

— How to organize and write a good docviment 

— How to use graphics effectively 

• Reviewing the document 

• Evaluating the document 

Each participant received a three-ring binder with a 27- 
page narrative, handouts, exeJtcises,^ and examples that we 
referred to in the workshop. 

We shortened and revised bur material after an initial ^ 
pilot test at the Federal Trad^ Commission. The second pilot 
test ai the Federal Communications Cojpunissidji in September 1980 
received uniformly high praise from all participants. ^ 

We presented final versions of ^ the managers' workshop to 
two different agencies early in 1981. In January, we presented 
the workshop to 25 managerial-level staff at the Office of 
Student Financial Assistance (OSPA) . The focus of this work- 
shop was on forms design. OSFA found the course so valuable 
that they sent copies of the- workshop manual to every state 
agency that creates guaranteed student loan forms. , ' ^. 
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, In March, 1981, we preseatea another version of the work- 
shop for managers to 25 SES-level staff of the Bureau of 
Medical Devices at the Pood and Drug Administration. TJ^s 
workshop, too, was very well received. 






III. Summary of Each Project / - 

» 



At the bottom of each summary, we have given the name 
and phone number of the contact person with whom we worked 
at the time we" were doing the project. We are aware that, 
in some cases, these people no longer work in that agency. 



Agency ^ . . 

U.S. Departiflent of Agriculture (USDA) 
Pood and Nutrition Service 

Description of the Project " 

We worked with Pood and Nutrition Service staff to design 
and eval uate a new brochure for people who need food stamps. 
With training and support from DDP, PNS staff completed two 
drafts of a brochure entitled The Pood Stamp Program and did 
a comparison evaluation. This group at the Department of 
Agriculture has continued to use the techniques that they 
learned from the Docviment Design Project and has become an 
advocacy group within USDA for evaluating documents. 

Contact Person at the Agency 

Debbie Massey> Office of Public Information, 202/447-6659 
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Agency 

U.S. Department of Agriculture (USDA) 
Pood Safety and Quality Service (FSQS) 

Description of the Project 

Vie worked with several FSQS staff members to turn an old, 
infotmal set of guidelines (the FSQS "Quality Book") into a 
cJLear regulatiorj^ The Quality Book tells canners .and food • 
processors the minimum percentage of meat, poultry, or fish 
that muet be present in a given packaged food. Before this, 
the information did not exist in a form that food processors 
had easy acce.ss to. They were required to meet the standards 
without really having a clear statement of the standards. 

Contact Person at the Agency 

Paul Ragan, Food Safety and Quality Service, 202/4^-7745 



^7 
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Agency 

U.S. Department of Agriculture (USDA) 
Pood and Nutrition Service (PNS) • 

Description of the Project "a 

The Food and Nutrition Service of USDA published a brochure 
entitled How to Apply for and Use Food Stamps . As part of a 
project to assess the usefulness of this brochure, the Food 
and Nutrition Service asked the DDP to help evaluate the dis- 
tribution system for th^^brochure. We helped FNS develop 

the evaluation instrument, as well as procedures for collecting 

■J' . 

and analyzing the data. , 

Contact Person at the Agency 
Debbie Massey, 202/447-6659 
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Agency ' . 

* ' ■ ■ . 
U.S. Bureau of the Census 

Description of the Project 

The Census Bureau asked for our expert advice on how 
to improve their in-Jiouse translation procedures and for 
our hejlp in developing a systematic plan for t;^anslating. We 
studied their translation activities and procedures and then 
gave several presentations to their Task Force on the Spanish 
forms. We worked with the Task Force to set up consistent 
procedures for translating Census documents into Spanish for 
U.S. Hispanics. 

Contact Person at the Agency 
Antonio R^don, 202/763-1810 
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Agency 

Department of Education (ED) 

Office of Student^Pinancial Assistance (OSPA) 

Deacription of the Project 

OSPA staff approached us for help in simplifying the 
Basic Educational Opportunity Grant (BEO^ form that is used 
by students seeking government grants for post-secondary edu- 
cation. We performed a detailed analysis of the language and 
design of the 1979-1980 Basic Grant application form. Based 
on our recommendations, the agency made major changes in the 
1980-1981 BEOG packet, especially in the information and in- 
structions. Preliminary evidence showed that the rate at which 
the computer rejects apj^lications had gone down about 7%. 
Leo Kornfeld, Deputy Commissioner for Student Pinancial As- 
sistance at the time we dicj this work, sent X letter of ap- > 
prpciation for this "outstanding work, " and Higher Education 
Daily highlighted AIR's report in its issue of May 3, 197 9. 

Contact Person at the Agency 

Gregory Blair7"2W«7:Z-43aO * 7— 



Agency 

Federal Conmiunications Conimission (FCC) . 
Office of Consxamer Assistance 

Description of the Project ^ 

The FCC Office of Consumer Assistance was preparing a 
book that would tell consumers hovXthey can participate In 
regulat^Jl broadcasting. This guioe" Is a restatement of the 
Federal Register form of the regulations for consumers (rather 
than for lawyers) • DDP reviewed a draft manu^rlpt and recom- 
mended changes but the p/oject was already too far along for 
the agency to act on some of our suggestions. 

Contact Person at the Agency 

Belle Brook Q'Brlen, 202/632-7000 " . 




Agency 

P^e^al Coiranvmlcations Coj 
Radio Broadcast Service 




Description of the Pyoject II.-' / sJ> 

Following their succes$^ul rewriting of the Citiizens' 
ules, the yC(Kjc:^^^ote "^heir regulaliions 
for radioes inyXecreational ^ooats .^--^They asked us to^/ helf) 
them evaluate the Marine kadio regulations, to fin4 out whether 
the rewritten rules are, an fact, easier to understand and use 
than the original rules./ We helped FCC develop the test ques- 
tions and if he research design, and to tabulate and interpret 
the Results. The evaluation showed that the rewritten regula- 
tions aiie significantly easier for people to use and und^erstand 
than the original regulations were. 

Contact Person a^ the Agency 



Joseph Johnson, 

^ / 



202/632-6930 
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Ageiicy 

Federal Trade Coimnission (PTC) 

Office of the General Counsel ^ ■ " 

Description of ^e Project • 

The PTC has a .program, authorized by Congress, that allows 
tl;ie agency to reimburse qualified individuals and groups for 
the costs of participating in the rulemaking process. ' The 
agency originally published two p^phlets. One , explaining 
the context of and basis for t^e program, is written in a very 
formal style. The other, mearvt to explain "how to apply" is 
written in a direct^ personal style. We worked with the 
Office of the General Counsel at the PTC to consolidate these 
two booklets into one document th^t both lawyers and consumers 
can read, ^at is logically organized, that has a uniform style 
and voice, and that tells readers about the program, the cri- 
teria for participating, and how to apply. 

Contact Person at the Agency 

Bonnie Naradzay, 202/357-0258 \, 
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Agency 

Tood and Drug Administration (FDA) 
Bureau of Drugs . ^ 

Description of the Project * ' 

At the agency's request, we analyzed four versions of a 
PPI (patient packet insert) for V^ilium, to help th^ agency 
decide^ which format/ language, and organization would be most 
effective. We produced a report of this analysis, entitled 
Differences in the Language and Design of Four PPis for Valium , 
which is available from DDP and f rom^the National ^Technical 
Information- Service (NTIS) . The report can serve as a model 
to follow for analyzing any type of document. 

# 

Contact Person at the Agency . 
Dr. Louis Morris, 202/443-4893 
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Agency ' - r ■ " • ' -^^ 

Food and Drug Administration (FDA) • / 

Burfeau of Drugs ^ ^ . 

Description' of the Project ' 

On January 3, 1979, we held a half -da^ workshop for the ^ 
staff of "the group at FDA t^hat funds researah and makes rules 
oh how drug companies mi^st write^ patient package inserts (PPIs) 
^We cohered techniqiief of organization/ language, sentence 
structure, format, and graphics as they apply to PPIs and other 
drug information intended for consumers. 

Contact -Pef son: at the Agency 
Steven Moore, 2 02/443^4893, 



Jtegency 

Pood and Dr,ug Administration (FDA) 
Bureaii of Drugs / 

^Description of the Project t 

^n September^r 1980/ the Food and Drug Administration pub 
lished-a rule which proposed the text for patient package 
ihserts (PPIs) for 10 prescription drugs belonging to 10 
dif ferent'drugr clajBses. At the request of FDA/ DDP staff 
reviewed and critiqued the language and organization of ' the 
proposed PP:^j3/ and sent suggestions for improying the PPIs 
to FDA* . , 

Cogtagt Person at the Agency ^ 
Dr. Louis Morris, 202/443-4893 . 



Agency 

Health Care Financing Administration (HCFA) 

* ■ - ' ■" ■■«• 

Description of the Project 

The Health Care Financing Administration (HCFA) ha^ 
developed a State Medicaid Manual— instructions to the states 
on regulations and procedures for administering a Medicaid ^ 
program on Early and Periodic Screening , Diagnosis , arid 
Treatment. DDP reviewed the maijual, and gave suggestions 
for making it cleared* and for improving the format. / 



Contact Person at the Agency 
Steve Leeds, 202/245-7684^ 
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Agency ^ 

Department of Health and Human Services (HHS) 
Office of the General Counsel ' 

Description of the Project 

Three agencies of HHS produced a set of "model" regula- 
tions involving AFDCr Medicaid, and Social Services programs 
in an attempt to achieve consistency across agencies. Un-r 
fortunately, the model regulations still contained inconsis- 
tencies, and, in addition, were not organized or written as 
clearly as possible. We analyzed the regulations, and pre- 
sented our analysis in an eight-pajge memo to HHS, making 
specific recommendations on cl>arti^s in organization , syntax , 
and word choice (particularly to avoid sexist language and mis 
use of "shall") . 

Contact person at the Agency 

Terry Dowd, Operation Common Sense, 202/245-6733 
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Agency • 

Department of Health and Hximan Services (HHS) 

Description of the Project 

The lawyer we worked with on a technical assistance . 
project ^or the Federal Trade Commission was asked by the ^ ' 
, Department of Health and Hviman Services to work on a similar 
task for them. The task was to produce a draft of a notice 
for a demonstration project in which interested persons could 
be reimbursed for their expenses in participating ixC the 
rulemaking process. The PTC lawyer incorporated all that She 
had learned in her previous project with us into her draft. 
In addition, with the approval of HHS, we worked with her 
to improve the notice. 

' Contact Person at the Agency ^ 
Bonnie Naradzay, 202/357r0258 
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Agency 

Department of Housing and Urban Development (HUD) 

Office of Regulatipns , \ 

Description of the Project 

The HUD Privacy^Act Regulations (24 CFR 16) are meant 
for a broad audience including the general public, but they 
were poorly organized, poorly written, and filled with refer- 
ences to documents that are inaccessible to the general public. 
We worTced with a fikjD lawyer, helping him to reorganize and 
rewrite the Privacy Act Regulations, The rewritten regulations 
are clear, personal, and well-written. The revised rule was 
published for public comment in the Federal Register of July 
21, 1980, In the preamble to the proposed rule, HUD cited the 
help of the Document Design Project in reorganizing and rewrit- 
ing the rule. 

Contact Person at the Agency 
'William Granik, 202/755-5570 
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^Agency 

Department of Housing and Urban Development (HUD) 

Description of the Project 

Over a period of several months in 1979, we assisted a 
researcher at HUD in developing an evaluation for a HUD loan 
recasting agreement — an agreement form for renegotiating 
Federally subsidized housing loans. HUD had developed a plain 
English version of the agreement, but needed assistance in 
testing it. We helped design the evaluation and the test in- 
strument, and late in 1979, the HUD researcher and an asso- 
ciate at the University of South Florida coH/ected and analyzed 
the data. They found a significant increase in subjects* 
understanding of their rights and responsibilities with the 
revised form. * ^ 

In a memorandum to the President, .former Secretary of 
Housing Landrieu noted AIR's contribution' to this project. 

Contact Persqn at the Agency 
Robert Wulff , 202/755-5353 



6'i 



56 



Agenfcy 

Iiranigf^ij^ion and tiaturalization Service (INS) 
Forms Control 



Description of the Project 

INS form 1-20, "Certificate of Eligibility (for Nonimmi- 
grant 'P-l* Student Status)," is a form which foreign student 
advisors must fill out and which foreign students must have 



native and non-native speakers of English l^io understand. It 
was also graphically poor — fuLl of very fine print, lacking 
headings, etc. We worked with INS staff to revise the Organ- 
ization, language, and graphics of the 5-page form. The re- 
vised form was published in September, 1981, and is now in use 



in order to attend college in the U.S. The form was badly 
organized, and the legalistic language was difficult for both 




Judith Miller, 202/633-3291 
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Agency 

Interagency Council on Citizen Participation 



Description of the Project 

The Interagency Council on Citizen Participation (ICCP) 
is an organization open to federal^nd non-federal employees 
interested in furthe^jing the goals jof consumer and public 
participation in Federal agency activities. The ICCP asked 
DDP to help organize a steering committee of federal em- 
ployees and community members to plan a series of presentations 
^ on the issue of Hispanic participation in Federal programs. 
From the steering committee efforts developed the Hispanic 
Outreach Program, now an ifitegral part of ICCP. DDP helped 
plan two sessions: one included Congressmar) Garcia (D-N.Y.) 
and Raul Yzaguirre, President of the National Council of 
' La Raza; the other was a panel of agency representatives. 
Thirty-four agencies sent representatives to the panel dis- 
cussion. - • . 

./ 

Contact Person 

Belle Brook O'Brien, President, ICCP, 202/632-7000 
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Agency 

Internal Revenue Service (IRS) 
Forms and Publications Division 

Description of the Project ' ^ . 

We worked with teams of writer-editors and tax law spe- 
cialists once a week over several months. Together we re- 
viewed and simplified the instructions and questions for forms 
1040, 1040A, andM684, and for Schedules A, B, C, E, R, and 
RP. We suggested changes such as ^tting a purpose section at 
the beginning of the instructions, and reorganizing forms so 
that they follow a« logical sequence, as well as simplifying 
vocabulary and sentence structure. DDP received a letter of 
appreciation fot this work from Robert Brauer, citairman of 
the Tax Forms Coordinating Committee. 

Contact Person at the Agency 
Garrick Shear, 202/566-6253 
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Agency • 

Internal Revenue Sefvicjp (IRS) 

Taxpayer Services ♦ 

Description of the Project 

Once IRS had. revised its 1979 tax forms— with our help— 
we assisted them in planning and conducting an evaluation pf 
selected draft 1979 tax materials. We accompanied IRS staff 
to field sites to assist in the data collection, and then 
analyzed errors and comments from the respondents. IRS used 
the results in making further revisions to th^ 1979 tax forms 
and instructions . 

Contact Person at the Agency ^ 
Mickey Alexander, 202/566-6353 
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Agency 

Internal Revenue Service (IRS) c 
Forms and Publications Division 

Description of the Project ^ . • • 

We worked on a regular weekly basis with IRS f who 

aare responsible for Spanish-language forms and publications, 
helping them simplify the organization and language of IRS 
publication 579 S, "Guia para preparar la declaracion del 
impuesto federal sobres ingreso personal," A major change in 
the publication was to separate the instructions for form 1040 
and fofm 104 OA, so that users only have to read the part about 
the form they are filling out. We also simplifilSd the language 
and made recommeftdations on the use of Spanish terms for H|s- 
panics in the U.S. 

Contact Person -in th^ Agency 

Jake Briggs, Ernie Acostfei,. 202/566-7757 
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Agency 

Internal Revenue Service^ 
Taxpayer Publications 

Description of. the Project 

' T)ie Internal* Revenue Serviirg' publishes many booklets that 
give taxpayers more information than can be included in the 
instructions to the forms and schedules. In the spring of 
1979/ DDP helped a team of tax, law specialists reorganize and 
rewrite Publication 590, Tax Information on Individual Retire - 
ment Arrangements . Major changes in organization, style, and 
use of techni\:al vocabulary make th6 revised publication an 
example of how IRS can simplify i'ts booklets as well as its 
instructions. 

Contact Person at the Agency 
Art Altman, 202/566-4960 
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Agency • . 

Internal Revenue Service (IRS) 
Taxpayer Services 

Description of the Project * 

When a taxpayer has made an error on the tax return, IRS 
jends a notice telling the taxpayer how much is owed and by - 
when it must be paid. With the availability of high speed 
printing by computers, IRS was considering changing from a 
pre-printed form for notices to a computer-printed form. 
IRS asked DDP analyze the style and format of the new 
(computer-^prirtted) notices. Our analysis showed that the forms 
printed' by high speed computers were less readable than the, 
pre-printed forms ]^ecause the computer could not change type- 
face to separate headings from text, because important items 
of information were buried in runnijng text where they were 
highlighted on the pre-printed fprms, aftd because the high- 
speed printer produced small, broken type which was less legi- 
ble than the type in the old notices. We presented these find- 
ings at a meeting attended by representatives of five IRS ^ 
branches. After this meeting, IRS decided not to use the 
notices printed by high-speed^omputer . ' 

Coatact Person at the > Agency 
Ruth Hill, 202/566-8580 . 
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Agency 

National Association fbr Volunteers in Criminal Justice 

Description of- the Project 

The National Association for Volunteers in Criminal 
Justice has been preparing 12 booklets of guidelines on 
using volunteers to work in all aspects of the criminal 

justice system (e.g. / working. with inmates,, juveniles, etc.) 

♦ • - ' ■ ' ' ' ' ■ • ■ .... 

Iri May, 1981, we presented a one^day clear writing workshop 
for the Executive^ Board, the editors and writers who oversee 
the project, and the 12 principal writers of the guidelines. 
In our workshop, we applied DDP principles of clear writing 
to the texts that the parti cipebts- were; working ion. ' 

-, _ ' ■/ l: . . ' ■ ". . . . " -. , 

■ ' - . - ■ ■■ ■ ' ' ^ 

Cofitact Person at the Agency v 
David Gooch , Associate Director, 205/348-6738 
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Agency .r'./' ' ^ ^ ' ./^ 

National Bureau of Standards (NBS) * 4 , * 

Center for Fire Research/ 

Description of the Project ^ , 

The Center for ^ire Resear<:h at NBS .asked for our help 
in 'designing forms and writing guidelines Ifor filling out the 
forms. The fotms are meant to be used by" staff of group hopas 
for the mentally retarded to rat^ resid^eints of those ho;me| ^ 
for their ability 'to follow 4,Tistructions and evacuate the ^ 
buildiiiy during a fire. :^y^^^ and made^ ^ 

them easier to use, and worked with the NBS writer/researcher^ 
improving his writing skills while rewriting the guid^linps 
that accompany the foipns. ■ y 

Contact Person at the Agency ,^ • * 

» ^ ^ _ ■ ■) ■ ■ 

I^orman ' ^oner , 202/921-3175 



• Agency ■ .■■ ; ^-^ . ■ ' • . 

National -Institutes of Health : CNIH) 

■■■■ ' . " ' ' -.. ■ ' ■ ■ . '' 

; Description of the Project ^ , 

^ ^ We analyzed and suggested rewrites for ov^ 60'NIH 
\z '•protocols"~^inedical consent forms that explain in* detail the 
research studies in which NIH patients arija : voluriteeirs are to 
partieipalte. .have written a, set of draft, guidelines for NIH 

, ' researchersii telling them how to write a wel.l -organized aBd \ 
comprehensible pro t,peol.' . 

Contact Person; in the Agency 

Dr. Mortimer LipsQtt/ Director , The Clinical Center, 202/496-4114 
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Agency ^ ^ 

/? * 

National Institutes, of Health (NIH) ' ; * ' ^ 

Description of the Project . , 

In the process of analyzing NIH protocols to see if 

they i were clear and understandable, We discovered that many 

if 

of the NIH assent forms for the children were 'unclear or 
inappropriate for their aiudience. (The NIH assent forms 
are similar to their protocol-plus-conseilt forms , except 
that children cannot legally give -'consent";' they can only 
"assent".) We therefore wrote a set of gvridelines for 
NIH researchers, explaining how to write assent ' forms that 
are understandable and aippropriate for the children who take 
part in NIH research-. The guidelines focus not only on 
choosing appropriate language (vocabulary and sentence struc- 
ture) but also on understanding the conceptual and reasoning 
abilities of children, and gearing the concepts in the forins 
to those abilities. ' , ^ 

Contact Person at the Agency 

Dr. Mortimer Lipsett, 202/496^4114 ■ 



Agency ^ 

New York City ' ^ 

Department of Consumer Affairs 

/ ' ■ ■ . * 

• * \ 

Desfcription of the Project % . 

The New York City Department of Consumer Affairs (DCA) 
receives many complaints every year ^about home imprbvement' 
contractors. One-fourth to one-third of all DCA hearings 
are conqerned with this problem, and many of the consumers 
who complain aJe eldejrly people, who ar^ trying td save on fu 
Joills. DDP w*rked with DCA tb revise the law and regula- 
tions on home improvement contractihg- 

Contact Person at the Agency ^_J^ 

Helen Rosenberg, 202/566-3.359 , 
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Agency ' 

Office of Personnel Management (0PM) ^ " 

Description of the Project ' 

0PM would like to revise the 171 form — the Personal 
Qualifications Statement that serves as a curriculum vitae/ 
application form for jobs in. government agencies. The DDP 
was asked to be part of an interagency task force to revise 
the 171. We" met several times- with the task force and 
wrote a seven-page memo outlining the problems that people 
are likely t^ov^ave with the instructions to the form and 
with -the form itself. Several months later, we recoiranehded 
ways of reorganizing and* rewriting the form and instructions 
to eliminate those problems, and presented 0PM with a 
graphic mock-up of a revised front page for the ^form. 

Contact Person at the Agency 
Judy Jaffie, 202/254-3074 



Agency ' 

U*S. Postal Service fUSPS) • 
Consiomer Services Division 

Description of ttye Project 

In the fall of 1979, the USP^ asked us to recommend changes 
in the design and wording of a Consumer Service Card, to make ^ 
it more understandable. This card is available in every Post 
Office for consumers to use if they have a complaint. Several 
hundred thousand such cards are filled out and sent in to USPS 
each year. Based on our suggestions, USPS came up with two 
designs for the card. We then advised them on an evaluation 
plan. Based on their evaluation, the Postal Service cjiose 
one of the designs , modified it, and distributed the new 
card nationwide. 



Contact Person at the Agency 

R. Jeffery, 202/245-4556.. 

t 
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Agency 

Postal 'Service (USPS); • ^ ' " 

Consumer Services Division 

* • 

Description of the Project 

The Postal Service's Consiomer Directory is a pamphlet that 
describes the services of fered by the USPS. Millions of cop- 
ies of this pamphlet are given out to consumers every year. 
At USPS' request, '^we analyzed the Consumer Directory from a 
linguistic and graphic point of view, suggesting changes to 
make it clearer and easier to use. The USPS incorporated most' 
of our suggestions in the new version of the publicati^. The 
Assistant Pos^aster General for Consumer Services was very 
favorably impressed with our work. 

Contact Person at the Agency 
Robert Jeffery, 202/245-45 56 
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Agency ^ 

U.^S. Postal Service (USPS) 
Forms and^ Publications 



Descriptdon of tl\e Project . , • ' 

The Postal Service asked for tfur assistance in reorganiz- 
ing and reformatting thei^r enormous International Mail Pub- 
lication, which is used by postal clerks to determine inter- 
national mailing costs. We analysed it for organization and 
graphics and interviewed postal workers to find out their prob- 
lems in using it. We then made recommendatior>s for improving 
the organization, layout and graphics, and provided USPS with 
mock-ups of several pages as models. The Postal Service has 
revised the publication based on our suggestions. 

Contact Person at the Agency * - 

Marguerite Boudreau, 202/245-5550. 
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Agency 

Social Security Administration (SSA) 
Office of Regulations 

Description^ of the Project 

At SSA's request, DDP reviewed and analyzed two rewritten 
SSA regulation^ and then held an afternoon Workshop for the 
staff of theSSA's Office of Regulations, the workshop was 
entitled How to Analyze a Regulation / and its purpose was to 
show senior reviewers in the agency what to look for in a' 
clear and simple regulation . ' We used, the tfwo rewritten regula 
tions as examples in the workshop. 

Contact Person at the Agency • 
James MacDonald, 301/594-66 95 
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Agency 

The White House 
Consiuiter Affairs Council 



f 



Description of the Project . ' 

In the fall of 1979, former President Carter signed an 
executive order (12160, "Providing Enhancement ahd Coordinatic 
of Federal Consumer Programs") that ' recjuired agencies to 
strengthen their consumer proi^rams, ahd that ^established /a 
Consumer Affairs Council in the White House, The new Council 
asked DDP for assistance in designing a Consumer Response 
Fo^^for Federal agencies to use to solicit consumers' com- 
ments on the agencies' proposed, consumed progreuns. The 
agencies would then use the information gathered on those 
forms in revising their consumer pro^rcuns^. The form that we 
helped to desigi\ wa? approved and published in the Federal 
Register (Monday, December 10, 1979) • Esther Peterson, 
fdrmer Chairwoman of the Consumer Affairs Council,, commended 
DDP for its work on the form. * ^ ^ ^ ^ 

Contact Person at the Agency 
Gregory M.. Jones, 202/456-2237 
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Agency 

The White House ^ . 

Consumer Affairs Council 

Description of the Project — 

The White House Consumer Affairs Council regularly pub- 
lishes a. nefwsletter to' inform consumers and consumer advocacy 
groups about legislation and agency activities that affect 
consumers. They asked DDP to help them develop a form to sur- 
uey their readers about the newsletter so that they could bet- 
ter match the document to Its audience. We devi^d a short 
questionnaire and designed a layout for it. ^ 



Coritact Person at the Agency 
Ms. Lou Cook, 202/755-8810 
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3ntdrnai /^evenus Ser/lcd 



Otit 



JAN f 1979 



In ftot y fffff 

PR:0 



Dr. Robert E. Rrug, .Vice Pr.eeident 
American Inetitutee for Seeeerch 
1055 Thomee Jefferson Street,* N.W. 
Waebington, DC 20007 



Dear Bob: ^ 

I vent to tbenk both you end Dr. tae4dl:eh for your informetive 
briefing to our Commieeioner end Aee^e tent Commieeionere on the 
Document Design Project end on metbodologiee for elClueting^ ^orme 
end inetruetione. Your presentation was of greet eeeietaive^n 
giving ue a perspective on tHe verious eltematlves, m% v^l as the 
limitations 9 confronting us in our oim tax forms simplification 
efforts. It was elso very helpful in i pinpointing the specific areas 
in vhicb our current sibplificetion ed|:ivities will be able to benefit 
from cdlleboretion vith the Document De¥ign Project. Qp the basis 
of these emerging understandings, .we look\forvard to father fruitful 
integration of our common efforts over the coming months. <^ 

Thanks again for your time and cooperation* 

.Sincerely, 



Prank Halanga 
Chairman, Long-Range 
Tax Forms Simplification 
Stu^^ Group 




DEPARTMENT OR HE ALTH, EDUCATION, AND WELFARE 
OFFICE OF EDUCATION 
BUREAU OF STUDENT FI^|ANC1AL ASSISTANCE 
'.^ WASHINGTON, D.C 20202 



MAY 14 1979 



Dr« Janice C. Redish 
Document Design Project 
American Institutes for Research 
1055 Thomas Jefferson Street, N.W. 
Washington*, D.C. ' 20009 

Dear Dr. Redish: Jt 



I weuld like to take this opportvinity to thank you,. the Document Design 
Project, and Siegel arid Gale for^the outstanding work you have done bn ' 
the applications for student financial aid. 

I would like to compliment you on the thorough job done in your study, 
The Complexity of Financial Aid Applications . I have found your report ' 
very enlightening. It calls attention to the many problems with current 
student aid forms and provides exan^ples of^how the forms can be improved. 
The report has been well-^received, and we look forward to distributing 
it to the financial, aid community. ' ' 

Your repoJrt has acted as a catalyst in our movement toward a, simplified 
form., Youk* thorough assessraentl of the Basic Grant Form and the Financial 
Aid Form affectively argues ^hsa^, simplification is ftecessary and not an 
option. ' 1 

1 would like ity thank you for yotur enthusiastic dfesistance^ we have 
developed the new "common form." The result of this hard wbrk is truly 
satisfying — the millions of students who apply for* Basic Grants in 
1980-81 will fill ibut an easier, better form. 

• . • ■■- ■ I: ■■ \ ■ ■ ■ V • 

Please ^accept my sincere thanks fi^r a ^pb well done. 



Sincerely, 

. Leo L. Kornfeld 
Deputy Commissioner , ^ 
Student Financial Assfstance 
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Internal Revenue Service 



Department of the Treasury 



Washington/ DC 20224 



Janice C, Redlsh, Director 
Dopument Design Project 
American Inati^tes for Research 
1055 Thcmas J^Werson St . ^ N •W; 
Washington, D.C . 2000? 



Person to Contact: ^^ 
Telephone Number: * 
Refer Reply to; 
Date: v , , , \ 



' 4 



Dear Or. Bedlshr 



1 



Thanlcs veoTT much ybxxr assessment and camments regarding ^^our 
CP-n and CP-23 High Speed Non-Impact Printer (H^P) notJLces . ^ v ^ 



We also Appreciate yout taking 'time to meet with IBS representa- 
tives on June ;7.^ Your cconnents and those of Dan Felker will he given 
serious consideration in our efforts to sln^jilfy ebd^lar^prw^ our ^ 

. canmunlcations with the puhllc. . ^ 

'. . ' " • . ■ ' ' ' 

We are also looking forward to Dan's assistance in the design 
and, to some extent, in the conduct of our test of ^Fbarms 1(A0 and 
10lK)A for 1^79 .V ' ' 

• <^ Sincerely, ' ■ ^ 



Walter M. Alt 

Acting Director % 

Taxpayer Service Dlvlslo^ 




TtHE wmre .house 

WASHJNGtON 



Decemb 



^5, 



1979 



Deaf Dr. Felker: 



I am writing to express my gratitude for your assistance In 
designing a general response form f or use ^by constuners In 
responding^ to gover)iment agency consx:anef programs proposed 
under Executive Ord^ 1216.0. x ^ 

On very short notice, you emd your col^eaguep at ti^e American 
. Institutes f or Research werd^ able to create a brief quei3t;ionh^ire 
that i am sure jwlll be very use to consumers unable to, 
submit more traditional wrltiben comments. , 

The Federal Register containing your form will be releaised by 
the President's Assistant, Jack Watson/ at a press conference 
in Room 450 of- the Old Executive Of flee Building /pn Monday/ 
December 10 at 3:00 p.m. If you axe ihtierested in attending 
the press conference, please contact Marianne Wi Ik at 
456-6226. ^ 

Oi^ behaif of the>^WhUte HouSe Office of Conaumer Affairs and 
t^e other agiencies participatin^^n the implementation of 
Executive Order 12160, "tha^i^k ^^y^lu for your^^sistance. 

erel 





Esther Peterson 
*St>ecial Assistant to the President^ 
.yfor Consumer Affairs 



Dr. Daiiiel l*elker 
American Institutes for Research 
.1055 Thomas' Jeff er son Street, N.W. 
Washington r D.G. 20007 





THE SECRETARV OF HOUSING -ANb URBAN DEVELOPMENT 



«A$HINCTON. D.C 20410 

December 14 • 1979 




MENORANOUM FOR: 



Attention: Rick Hutchesoni Staff- Secretary- 



subject: Weekly Report of Major Departmental Acti VI t1 es 



ojlal 



6WMA Provl no Important Jbol for Hom eownershlp . The Government National Mortgage 
Association iewMAj guaranteed a record S3. 25 Mill pn In mortgage-backed securities 
during the month of November. This volume brought the total of mortgage-backed 
securltl^ guaranteed by GNMA to over $23 billion for the , first 11 months of 1979 
J25A^*?'*5.i!° billion since the program's Inception less than ten years ago. Since 
1970, the 6NMA mortgage-backed securities program has provided the financing for 
almost 3 million home purchases. » . . * 

!S 5"^* f""^'^"?*^ GNMA Tandem program will continue and that an additional 

^" mortgage purchase authority will be available January 7. The funds 
will finance. production of some 53,000 new and substantially rehabilitated housing 
units, most of these for low and moderate Income. families In federally Insured 
aul tif ami ly projects. ^ 

Secretarial Appearances . On Wednesday, December 12, I addressed a Democratic fund 
raiser in Cleveland. At a news cbn^rence held prior to the speech, I praised 
Administration efforts to bring new life to American cities through the President's 
National urban Policy. 

On January 10,^1 will give the keynote speech at ceremonies Iji Atlanta opening the 
week-long celebration of the 51st birthday of Dr. Martin Luther King, Jr. Several * 
other key HUD officials will participate lii such activities as panel discussions and 
workshops* 

Helping Promote- Energy Conservation . Three HUD publications on energy conservation - 
Locar Government Appr oached to Energy Conservation . Energy Conservation and 
Management Guide for gmal l Munlcl pal Ules and School Districts , and Practical stAnc 
Local Governments can Ta ke ta Conserve Energ y^ Are \n A^m^nA by persons using tKe 
Department of Energy'is recently-Initiated energy Information hotline. Callert find 
th^se reports ajjnl que source of Information based on demonstration projects that 
have proven worthwhile to local governments. Each of the reports gives names of - 
project representatives to be contacted for additional details. 

Learning t o Write Plaln^Engllsh . An evaluation conducted by HUD officials/ the ' 
Amftrlran Tnstitiitp for RgsearHi tnd Dr. Jerome Smith Qf the University of South 
Florida suggests that Implemen'tatlon of the March, 1978, Executive 'Order on use of 
plain English In federal forms has significantly Improved the understanding of 
federal programs by participants. Clients of HUD programs demonstrated a 20 percent' 
Increase In reading understanding of their rights and responsibilities when- using 
avallabls Departmental resources. 



ERIC 



Moon Landrleu ^• 



■ \ 



Jntemal Revenue |pervice 



pepartment of the Treasury («.sfr 



l^ashlngton. DC 20224 



Dr. Janice Redlshy Director 
* Dociment Design Center 
Amerlcatr Institutes for Research , 
1055 Thonms Jefferson, N.W. 
Washing ton, DC 20007 ^ 



Person to Contact: 

Leo Campbell 
Telephone Number: 

(202) 566-6254 
Refer Reply to: 

T;FP 

Date: 



JAN 7- jsso 



Dear 



Thank you for your recent call Indicating your continued 
• willingness to work with us. We are studying topics and Issues 
where ihe Document Design Center might be of help to us. Leo 
C^spbell win be getting back to you on possible collaboration. 

Your call also Jogged my memory that I haven't properly 
thank(Bd you for the ^Center's efforts during last year. In 
addition to the assistance we received from Drs. Felker and 
Rose on our summer testing, the close association of Drs. Charrow 
and Qlkes (with the Forms Branch and the Publications Branch, 
respectively) was greatly appreciated. Several IRS writers have 
attended your March and June, 1979, training sessions and have 
reported that the materials and methods they were exposed to have^ 
proven quite, useful.. * 

< 

For sharing your expertise, time, and conceprn, I would like 
to thank you and your assoctDaft:es, I hope these mutual efforts 

can continue through. 1980. 

* ■ ■ . 

Sincerely, 





Ipber^ I. Brauer 
Chairman, Tax Forms 
Coordinating Committee 



i 
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UNITED STATES POSTAI^SERVICE 
475 L'Enfant Pl«z«. SW 
Washington, DC 20260 



June 4, 1980 



Dr. Veda Charrow 

'American Institutes for Research 
1055 Thomas Jefferson Street, N.W. 
Washington, D.C. 20007 ' 

■ ' ' , . ' ' " ■• ' 

Dear Dr. Charrow: 

Your analysis of our ' Consumer ' s Directory ^has been 
a hit. The Assistant Postmaster General for 
Customer- Sei?vices read your report and asked me to 
apply the same approach to revision of A larger 
publication, the Mailers Guide (c°Py/'*°^°J^5^ * ' 
Dottie Haqen, a member of my staff, Completed a 
^ortypaglSAalysis report this weekVand forwarded 
ll fl/lclipn. However, it will be. several months 
before revised copies of the Mailers Guide are 
availaJDle . y ' ^ 

The consumer's Directory is in the clearance process 
I will send you copies when it is printea.- 

The work you. Dr. bikes an|| Ms. Peck performed on, 
the .Consumer's Direct^ory is deeply appreciated. 



Sincerely, 




Robert K. Jeffery 
General Manager 
Consumer Support Division 
Gustomej^ Services Department 



* ■ * 
■ ••••••• 



UNITED STATES POSTAL SERVICE 
475 L'Enftnt Plaza, SW 
Waahington, DC 20260 



April 28, 1981 ' 

Daniel B. Felker, PhD \ 
Document Design Center ' 
Akerloan Institutes for Research 
1055 Thomas Jefferson Street, N.W. 
Washington, DC 20007 . ' 

Dear Hr 'l Felker i 

The pulrpose*of this letter Is simply to express my high 
regard for the quality and range of work performed by the 
Document Design Center. > . 

I have always found everyone on the center's staff to be 

very helpful and very responsive. I particularly appreciated 

your assistance in arranging for Hilda Shakin aiid Kenneth Best of 

Siegel & Gale to advise us on format planning for the 
"International Mail Manual." « • 

Your monthly newsletter "Simply Stated" is always a source 
of valuable^ information. I circulate tall issues throughout my 
division and then retain them In permanent files. Thank you for 
Including me on the distl-ibution list. 



Sincerely, 

Marguerite 'Boudreau 

General Manager 

Directives & Forms Division 
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NAVCJ 



National Association on Volunteers in Criminal Justice 

Augtuit lb, 1981 ^ 



DiiiiQii^ 



DooniviooMcna 




KMDOPAOUOORI 




Dr. Janice Radish 

Docoamt Dealgfn Center ^ 

AIR ■ 

10S5 Thomas Ja£f arson Street, N.W. 
Washington, D.Cl 20007 

Dear Dr. Rediahs 

Plsaaa excuse the belated note of thanks for the Document 
Design Center's tremendous ^ontributipn to the NAVCJ 
Guidelines Project. The consultation we have received / 
over the telephone has been a great help, and the workshop/ 
given by Dixie .Goswami at our Louisville, Kentucky, / 
meeting in late Hay was probably the turning point of / 
our endeavor to write national guidelines manuals for tM 
design and management of crimloal justice volunteer programs. 

As Dixie pointed out ht the beginning of her session %rlth 
us, no, matter how much effort we put into this ^project and 
no matter how many good suggestions we have*, the manuals 
will not change anything if people cannot read and 
understand them, pixie's workshop has made a big difference. 

Not only did she give our National Advisory Committee 
excellent direction by drawing attention to audience and 
purpose, but she pulled off a revolution in the way these 
people looked at writing. This group of "bureaucrats", 
as sjte termed us, resisted at first, but soon joined the 
movement to abolish passive constructions, awkward 
nominalizationsT and jargon. As this group began going 
over the almost foujr hundred pages of previously written 
materials, they showed a remarkable change in attitude 
about what was acceptable and clear writing. 

Dixie also gave us some valuable suggestions as to how to 
handle the review and evaluation process for our project. 
We had written in a phase of review for the manuals, but 
the procedure we had phosen does not seem nearly as 
effective as Dixie's specific questioning approach. 

The assistance the Document Design Program has provided the 
NAVCJ Guidelines Project is making a big difference in the 
product we are producing. . We feel that this product — 
national guidelines manuals to help citizens get involved 
. in criminal justice programs — will have a significant 
impact on the juvenile and criminal justice systems. We 
appreciate your contri|>utlon. Z am. 

Sincerely yours < 



\ 



DGscs 



David Gooch 

Associate Director, NAVCJ 
Guidelines Project Manager 
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PoitOffks Box 6365 • UntvsnKy/ Alibtfna 35486 • Tttephonc (205) 348-6738 



United States of America ^ 

Office of 

Personnel Management Washington, d c. 20415 

In R#p^» R#(»f To Your (Uicrtncc: 

■ • • ■ , *• •■ , ■ • . 

•Dr. Janice C. Redlsh, Project Director %irtj o o tgot 

The Document Design Project rw¥ c o woi 

American Institutes for Research 
1055 Thomas Jefferson Street, N.W. 
Washington, D.C. 20007 



Dear Dr. Redlsh: - " 

Thank you for the assistance that the Document Design Project has given 
during our Standard Tonn 171 (SF-171) review and revision. During 1980 
Drs. Veda Charrow and Cheryl Dikes provided technical assistance during 
the SF-171 work group meetings and prepared a detailed critique of the 
Instructions to the form. - . 

Dr. Charrow and Ms. Denlse Feck met with members of my staff In November 
of this year, to present a fulT "mock'-up" of the first page of the SF-17r 
and provide suggested language fbr the rest of ther form. Dr. Charrow 
and Ms. Peck discussed concepts of design and language simplification 
which were most Informative for iny staff. Although Dr. Andrew Rose did 
not attend this meeting, we would like to acknowledge his participation . 
In preparing the suggested format and language. 



I am aware that the grant which provided funding for such projects has been 
depleted. It is unfortunate, that our current budget situation' precludes 
funding further study. However, i^hen *te cfrculate a draft of the proposed 
revisions to ^he SF-171 , we will provide a copy to Dr;; Charrow for any 
comments time allows. ^ ^ 

ti We greatly appreciate your cloperatlon and concern for raising the quality 
of government forms. 

Sincerely, 




Richard ^. Post, Assistant 
^ D1 rector for Staf f 1 ng 
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